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[bookmark: _Toc7537171]Introduction:

It has been a very challenging time multi-tasking family life, everyday commitment while studying however, it has taught me to use my time more effectively evaluating what is important to me achieving my goals learning new ways of thinking and strategy. 
I will be reflecting on my journey starting university in the last 6 months of the employability skills needed for professional development. Employability are personal attributes that will make me employable. The most significant employability skills are getting along with and working well with other people, communication skills and other interpersonal skills ability to learn and adapt, team working, valuing diversity and differences. Being reliable and dependable, integrity undertaking what you say you will by the time limit you have arranged, and arriving when you are meant to be there also problem solving skills. Soft skills are very important people skills body language, compassionate, empathic, listening skills, ability to build rap pore, hard skills things you I learn quite quickly.
I learnt about different communication skills which are compulsory while gaining an improved understanding also scopes for development.  Achieving this will add more self-valuation to my professional and everyday working relationships.   

Communication skills:  They can be complex, speaking, listening writing but needs to be effective when interacting with others. In this report I will be evaluating active listening, time management, public speaking and decision making.
[bookmark: _Toc7537172]Oral communication skills:
I naturally have a deep voice when speaking on the telephone people often refer to me as sir however after speaking to me for a while will realise that I am in fact a female then apologises. People think I speak very fast and the way I express myself can come across as sounding rude although I am certainty being polite.
when it comes to perceiving you, people without understanding they depend heavily on making assumptions, the miserable brain’s preferred decision. They look at what they want to see notices how that information is interpreted, and how it is remembered, making an important part of his or her opinion of you. (Halvorson, 2015)
I am more mindful of my tone and small actions which enhances the significance of just the words as my nonverbal actions can often be misinterpreted, however over time analysing the benefits I have become more skilful and people not accessing or having the wrong perception about me. From a teenager growing up people always made assumptions about me that I looked cheeky, bad but, when they spoke to me they realize that I am not how they anticipated me to be as I am friendly and easy a going person.   
The way we speak, and the speed is important some people will communicate more gently than others taking extra time to speak and contribute. This may be a sign of being more attentive or of needing a little more time to think something through accurately. (Morgan, 2017, p. 250)
There is usually a rhythm to our speech which helps others understand when we are about to finish a sentence. (Morgan, 2017, p. 250) The tone of our speech, can direct distrust, mockery and funniness as well as a range of additional feelings. 
I have noticed that my writing skills have developed incorporating what I have learnt academically to articulate myself effectively, which is important when interacting with others. When receiving, sending emails to colleagues or outside organisations, if I am not able to communicate efficiently it can cause no transparency, inconsistency, poor communication, misunderstandings which can lead to not receiving the accurate conclusions.
I now make sure it is auctioned in a proficient manner, work related to a specific topic, not consisting of inappropriate language, materials or personal information. I reflect the purpose of the information I want to attain as an outcome.to receive the response needed. 
Data was collected from past and present revision papers of practices during review of support study surveys and consultations. The conclusions recommend that at the end of the obvious lessons of consistency, students improved the coherence of their writing and focused their attention to the dissertation level of writings while studying. They also felt that the teaching of consistency had enhanced their awareness of what effective writing should involve. (Lee, 2002, pp. 135-159) 


[bookmark: _Toc7537173]Listening skills:
I have learnt from the first semester to listen more effectively when working with venerable clients who have diverse health problems needing a listening ear and someone to speak to when expressing their feelings or apprehensions. I am very attentive, focussed giving my undivided time to listen what they are sharing. 

Listening to their inner emotions as words may be said but, they mean something else. Paying attention to nonverbal ques are important to have a better understanding of a person’s situation or feelings. I listen more attentively to others which has enhanced my people’s skills.
 
[bookmark: _Toc7537174]He never listens to a word |I say anymore this can have significant consequences on decisions making in management and the bigger impression that people will have. Therefore, being good at listening is important and is one of the most valuable communication skills sought by employees. (Morgan, 2017, p. 266)
Public Speaking Skills:

I am a very shy person however during class gave a presentation on my achievements it took me a few weeks to pluck up the courage. whilst standing in front of the class I felt nervous wanted to talk for longer but kept it brief. I will speak in situations but, to perform to a large audience is one of my challenges. This problem affects me intellectually to accomplish things I have the potential to achieve. An effective public speaking discussion can rise confidence and inspire me to test other hard tasks in my professional and personal life.
Communicative statics were prepared, and student’s comments were prearranged using qualitative content analysis. The findings were regular with former research and simulations of public anxiety or a vast majority of students. related to learning circumstances is a determined, hidden incapacity across the campus community. Social anxiety was stated to be an emotionally painful and hindering part in a range of learning circumstances and there remained strong suggestions that it affected the opportunity and quality of learning. (Topham, 2009)   

Observing my outward appearance people perceive me as being very confident my lecturer even said the same thing to me. I consider this is an attribute that should be used as an advantage to build my self-esteem as what I am feeling internally does not physically mirror externally. I also accept as true that past experiences in my personal life has contributed to me feeing like this

Learning new skills, positive thinking, being disciplined, practice my routine knowing what I am talking about I will develop Self-assurance to overcome weaknesses.

I have my first experience of planning a presentation, it is going to be difficult nevertheless is required as part of my assignment and self-development to be able to express myself in any situation.  and with continuous practice 

I did my group presentation today the day before this assignment was due and the feedback from the assessors especially and group members was very positive and heart-rending it bought tears to my eyes. It confirmed what people always say how confident I come across when performing also my lecturer said after analysing how I I was feeling earlier not wanting to present don’t understand why I would not of wanted to demonstrate my skills.

There was supposed to be four of us but two [people were away therefore we never had time to practice together due to availability. I was getting flustered the day before however told myself I am going to go in organise my slides, try to relax, focus on the topic and do my best which I did and am proud of myself for accomplishing it for the first time. 

The Feedback I received was I projected my voice appropriately, engaged with the viewers, looked confident and presented my topic very well. He expressed for me not to have doubts, believe in my own abilities and should consider being a presenter as I would be good at it.  

There are individuals might notice an increase in their physical arousal as a distress they encounter and are not able to perform a skill successfully. Consequently, it is thought that if the provocation can be through procedures as relaxation and biofeedback, fears will decrease, and self-confidence will increase.
[bookmark: _Toc7537175]However as, as Bandura (1988, quoted in National Research Council, 1994, page p.201) argued it is ones alleged managing confidence that acts as a essential role in directing fear arousal, people with low coping confidence tend to focus on the threat and fear suggestions, those with high levels of managing confidence focusses on the task at hand (Kienan1998, quoted in National Research Council, 1994, page 201) 

Time management:

Time management is one of my weaknesses something that I struggle with a lot of the time. According to Peter Morgan (page 50) (“Regardless of what we do time ticks away whether we think we can really manage it or not. We cannot increase to it or take it away. It is a fixed source the main concept is our ability to use our time effectively”. 

Over the last term I have learnt how important time management is as I always intend to be on time to places however, failing to plan beforehand I would either be late, under stress rushing to be on time, feeling flustered which changes my usual behaviour pattern. I now give myself extra time by planning for unforeseen circumstances leaving no time for procrastination by being organised psychologically permitting me to work smoother with no pressure. Good time management guarantees responsibilities are done in order, on time not to miss deadlines or visits on my rota.
For example, I have to visit a client for 9.0 clock I will plan my journey allowing ample time to arrive in case of traffic delays. I would give myself half an hour to travel even though the traffic time is 15 minutes. If I arrive at my destination 10mintues earlier is better than being one minute later. I work with venerable clients with diverse health issues and time is very important to take their medication have breakfast, personal care and attend appointments.

Successful completion of tasks usually requires a lot of time failing to manage one’s time well might mean they will not be not able to perform to the best of their ability. Allowing adequate time strait.  To accomplish any task will mean that you end up acting in different ways that you suspect are wrong or continue to do what you have always done and maybe just about passed your gradation or the task set to achieve due to not planning adequate time. (Morgan, 2017, p. 50)
  

Decision Making:
 
This area was identified last term as a skill that I need to develop as am very indecisive in my personal life when it comes to making decisions
I have been using the well-cast RAC method to record, analyses and change which helped support me to become more assertive in my thinking and decision-making process. 
It takes me time to make decisions about things and in the end will decide to do it last minute which causes me unnecessary apprehension rushing around.
I. have been using the RAC method Record Analyse and Change the way I think. by planning, the day before activities or tasks that I want to do.  I have been going to the gym for 6.30 -7.30 in the mornings 3-4 times a week. I set out my clothes from the night before, set my alarm to wake up, do my meditation and prayer get dressed have something light to eat then leave out. After finishing my class I have a shower go home get dressed for work. It makes me feel very inspired, focussed in a positive mind set ready to start my working day with keenness.
I used to write a daily journal which was my way of expressing thoughts, feelings, emotions which allowed me to free my mind. It gave me an opportunity to reflect on my life experiences, studies to understand where I was then to the present time. I recently started to write again but, find it hard getting back into the routine I know that it is my therapy process as recognises when I was writing every day I  felt more disciplined, focused and in control of my life. 

Conclusion
It has been established the importance of time management, decision making and speaking. Also, if not carried out effectively the impact it can have on my role and the organisation as a whole.
My time management skills has helped me to get life under control by prioritising, keeping focus on things and activities that is valuable for counterbalance time effectively in both personal and working life. Implementing new approaches stay away from bad distraction and setting clear boundaries which was a very important influence for me. 
The last two terms I have learnt a lot of new skills however, will be an accomplishment based on the dedication and motivation I have made to myself for myself. Employability skills are not just for getting notice or chosen by the employers but they also develop with time during the job occupation. With time individual develop new skills which not only enhance the career to be more favourable can offer for new opportunities.
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