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Title: What Employability skills do you have that will enable your next employer to trust you.
This assignment is about what can you do to be trusted by your next employer.
Eliminating stress in the workplace is one of the most important roles in our everyday duties.
Getting more involved in the running of the business, taking more responsibility of your work duties and helping others when difficulties arise.
Introduction
When I came into this classroom I had a different mindset. I did not know what to expect, what I would see, hear or do, however I was open to listen and learn new ideas and gain knowledge. Miss Shao’s way of teaching inspired me a lot to start researching and reading a lot of books on various topics. I have learnt several new skills which I now apply to my everyday work pattern, that will enable me to gain success.  I have studied the following books: Stephen R Covey 2004- Seven habits of the Highly Effective people on prioritising, Dr. Carol Dweck 2017- Mindset, Brian Tracy 2017- Eat that Frog and finally David Kolbs 2013- Learning Styles.  From these books I have developed some new ideas on how to run and manage a productive day at work. It also changed my mindset from the way I think to the way I do things.





Prioritising  
I have been working as a hospitality assistant for Baxter Storey a well-known catering company in London for the past twelve (12) years. The hospitality department is very busy on a daily basis due to the high volume of work. As the head of this department I must ensure that the customers need are always met by delivering a reliable and satisfied service.  In doing so it can be very frustrating due to the high volume of work and little or no time to finish the duty. There is a deadline that we must meet, and the service must be delivered on time. All these activities can bring on a lot of stress because you are trying to multitask and not knowing multitasking is wrong. You are overworking your brain by trying to do more than one activity at the same time. According to Covey (2004) you must prioritise your time by doing the urgent things first and leave the non-urgent things for last. Based on what he said I realised that I was not doing my job in the correct manner. This blew my mind, now I am aware of how to handle situations during a busy work day.  I have acquired a lot of new information from studying about prioritising your time. For example, at my workplace there are schedule breaks that can be used for coffee, cigarette or even reading the newspaper. However, I found this as a distraction when there is a lot of work to be done. I am now doing the urgent task by preparing things ahead of time. Prioritising plays a major role in my working pattern. By following Covey’s matrix this helps to reduce stress and work overload because you are aware of how to do the task at hand. Based on my knowledge gained from studying Covey’s matrix (2004) I am now able to assist my colleagues on how to deal with the workload by doing the urgent things first then the non-urgent things last. Covey’s matrix is useful to my personal life also. Normally I would get up and be on the phone for long hours on WhatsApp and Facebook even when I have a lot of work to be done. After being on social media for hours I then started rushing to get the tasks done and often I am so stressed out and overworked but I do not do it anymore since reading Covey’s matrix on time management/prioritising. 
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Mindset
According to Dweck (2017) “there are two types of mindset: the fixed mindset and the growth mindset”.  She went on to say you can move from a fixed mindset to a growth mindset. I know this works very well in all area of my life because I used to be stuck in my own ways with the fixed mindset, but things changed drastically.
Our minds play a significant role in our lives. It will control and instruct us on what to do and how to do things which we subconsciously do because we are so fixed in our own ways not knowing that we can change our ways of doing things. In every organization it is very essential to have a growth mindset so that the business can move forward by trying out new ideas on a daily basis and don’t continue in the same old ways of doing things reason being growth is a learning process. 
 When I just started this course, I had a fixed mindset but as the weeks went by and I started to gather new information I suddenly realised this is not where I want to be in life, there is better ahead for me. I therefore stop limiting myself and start to develop the growth mindset which I realised is an ongoing process in order for me to move from one level to another. I remember when I first went into the coffee shop, this is a different department at my place of work I was asked by a customer to make a flat white coffee, I didn’t have the idea of what to do so I went on to till and ask my colleague to make the coffee. I didn’t stand and watch what she is doing because within I am telling myself I do not work in this department, so I do not have to learn to make this flat white coffee. This was the attitude of the fixed mindset now that I am out of my comfort zone I go to the coffee shop when am not busy and learn how to make all of these different coffee as well as other things that I did not know to do I am very honoured to study this topic of the fixed and growth mindset because this has completely changed my way of thinking and doing things. I now realise that growth is an ongoing process in order to get you moving forward in life to be successful.
Eat that Frog
Tracy (2017) wrote a very interesting book which I have read and combine with Covey (2004) article about prioritising your time. I am in total agreement with what both of them said, they only used different terms in their line of argument. 
Tracy (2017) said you eat the frog leg first then the head then the body simply means you start with hardest part of your work first then work your way up to the easier part. Covey similarity is do the urgent and important part of your work then the non-important part last. 
I take these two ideas into consideration and combine them, and it really helps because this will reduce my workload and stress level. I normally do the easier part of the work and leave the challenging bit for last not knowing that I was not working in the right format. Now that I combine the two findings things are much easier for me at work. If I have a busy day ahead I would prepare my stuff on my trolley the night before therefore it would be easier for me to get through my day and help others. I have planned my work pattern for the week and discuss with my manager how I will be doing the task efficient and effectively. By doing this the level of stress, rushing to do things will reduce and I am more likely to have a productive day at work. I have a list that I work from with all the functions that are taking place for the week.
My manager normally gives it to me on a Friday evening this gives me enough time to plan how I will go through my week. If there is a new booking she would add it to my work sheet. Therefore, I am aware of how to handle the work load and organise my time by thinking how to do the difficult job first. This means I can start my day from the first-floor and work my way up to the fourth floor without stress, being as the first-floor job is always the most difficult one to do and there is a time limit on the given task and a deadline. This also enables me to work with my colleagues and get everything finish on time. I can share my newly gained skills and confidence to help others get through a busy day at work without stress and frustration.
Kolb’s Learning Styles
McLeod (2013) stated that there are four different learning styles: diverging (feeling and watching), assimilating (watching and thinking), converging (doing and thinking) and accommodating (doing and feeling).
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In week one when I first started this class I started with the concrete experience. I just sat and listen to what Miss Shao had to say to us about the course she is about to teach us. I was very scared to ask question as I am into a new environment around new faces. It took a little while for me to adjust to my classmates.
After my second week I started to develop the confidence to talk. I became active in the classroom because everyone started getting to know each other and started communicating.  We then formed our own little groups in which we discuss what we have learnt. We also formed a group on WhatsApp, so we can communicate when we are not in the classroom. We build a bond with each other as well as with other students.
Since studying Kolb (2013) learning styles I suddenly discovered that I have the converging learning style. I am always the one my fellow colleague would call whenever a difficult situation arises. I would encourage them on what to do and how to do it.  I enjoy doing this very much.
Some of my colleagues rather to do the job than being told how to do it. Even when they made a mistake they do not admit to their mistake. I prefer to show them how to do a particular task for example how to make a sandwich than tell them how to do it. After showing them, they will in turn do it. By doing this it will eliminate stress on me and create a better working atmosphere.
David Kolb’s learning style made a huge impact on my life because I have adapted his learning style and started applying it to my daily task at work. First, I think about how I will deliver the hospitality service to my customers for example if I have two functions at the same time for internal and external customers. I will do the external customers first then the internal ones. On the other hand, if it is a director meeting I would do the directors first then the external ones because the directors needs are urgent. According to Covey (2004) you must do the urgent important things first. 
Conclusion
I have analysed all these skills and put them together. I am very grateful for the knowledge I have gained. These skills enable me to move forward in accomplishing my goals. Its like moving nothing to something. 
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