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                                                          TASK 2
                                                       Introduction
On second part of this assignment will be provided an individual reflective report about how this module helped me to develop employability skills. Employability skills which I will analyse in these reflective reports will be Time Management skill, Team working skill, and presentation skill.
I think each student is concern about its future when will finish the college. I am aware of that I must have good skills, attributes, and values to gain advantage at interviews, to gain jobs and to survive on their jobs. On these days for us is a bit hard because our technical abilities are not enough for convince employer to hire us. I think employers are looking for people with experience, and for have an advantage over them, the new graduates must have essentially employability skills set such as aptitude, attitude communication, problem-solving and teamwork. Employability skills are vital for an efficient and effective employment. (Accounting Research Journal, 2021)
                                                Employability skills
Employability refers to ability to get and maintain employment and depends on knowledge, skills, and attitudes. 
“Employability is having a set of skills, knowledge, understanding and personal attributes that make a person more likely to choose and secure occupations in which they can be satisfied and successful (Dacre Pool & Sewell, 2007).
Participating at courses face to face on Saturday and online classes on Sunday, working on classroom activity and working on assignment helped me to develop skills such as Time Management skill, Team working skill, and Presentation skill.
The feedbacks collected on task 1 Assignment draft helped me to understand what was wrong with my work and give me the opportunity to improve my skills. However, I had the opportunity after reading my formative feedback to improve the TASK 1 in order to enhance academic skills and self-development which are vital for university and for career.
1. Time management
Harris defined Time management (2008, p.22) as “the process of skilfully applying time to finish and perfect a specific activity within time constraint”
I have improved my time management skill during Academic and Employability skills module, and I am pretty sure this will be very helpful in my career. This skill was improved by managing time doing first my formative assignment and then final assignment. The formative feedback from teacher helped me to understand that I have to add some information on Task one, so that mean I have to correctly manage my time in order to complete extra task.
Time management is about how to correctly manage your time for finish on time projects eliminating distractions, or with other words, is a skill that allow you to manage time effectively for be successful in different activities. This skill is not important only for a job. This skill is important both in the workplace and in everyday life. The better you organize your time, the more things you can achieve and gain extra free time. For example, Dona, from our class activity do not know how to manage her time, how to organise her time and for this reason she could not finish on time her assignment. Because she does not organise their time and her priority tasks she is also late at work, because she did not fixed alarm she lost the bus and was 15 min late.
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   (Rawat S., Read, Lead, Succeed and Enrich your life, 2020)
Benefits of time management:
· Your work, activity or task will be delivered in time. My assignment was ready on time. Dona did not finish her assignment because she did not have time management skill. 
· You will gain time for revision or for do another task depends on what you are doing. Dona could finish first her assignment and then going to play softball, or celebration or visit family members.
· Less stress and tension. If you have finished a project or activity in time and the stress will decrease. Because my work is ready, I do not have any stress for the deadline day. Dona had more stress because she was not able to correctly manage her time in order to finish her assignment or to be on time at work.
For complete my work I have used 4D’s strategy of time management because is the most popular strategy.
Delete. Deleting distraction or task that are not important will help to gain time for work or finalise priority tasks. I have closed the telephone when I was working on assignment for ensure that I will not have any distraction. Dona should close her telephone when she worked on assignment. She should leave softball for next weekend, same with her uncle visit she could go when assignment was ready.
Delegate. Delegation means giving tasks to another person who has the knowledge and efficiency necessary to perform these tasks. I delegate my husband to prepare lunch and to go at school with our daughter. Dona could please her boyfriend to go alone on friends visit she as well can please her friend to play softball without her or to postpone the game.
Do. It is good to use the agenda and write a daily list of everything you must do from the beginning to the end of the day. I made first a strategic plan, I wrote down everything that I thought will be necessary to research, I read about them, and I start writing my assignment.
Dona should use agenda for write down her priority tasks. She should start working on her assignment from Friday, also Saturday and Sunday she should organise time to work on it. She had lot of activities which were not so important and could be postponed. As well for work, if she knows must be there, she cannot forget to fix alarm because this is her responsibility.
Delay. Leave later the tasks that don't need to be completed now. Give priority to the important things and leave on later the activities that can be postponed. I left for later some daily tasks which were not properly important for that day, shopping for example. Dona should postpone softball game, or aunt and uncle visit, or friend visit.
                                                  2. Team working skill
During this module “Academic and Employability Skills”, I have developed team working skills by doing different classroom activity. It is important to develop this skill because at the end of study, when I have a degree I will need a job, and for sure will not be individual work and for sure I will need to work with other people, as team and is important to ensure that we will be enough good to manage all the situation and as team to be successful.
Andrew Carnegie (Andrew Carnegie Quotes to Ignite Your Hustle, 2020)
 defined teamwork as “Teamwork is the ability to work together toward a common vision. The ability to direct individual accomplishments toward organizational objectives. It is the fuel that allows common people to attain uncommon results.”
With other words Team working skill means your quality and ability to work well with other people for an enterprise, who have the same goal to achieve company’ organisational objectives. Regardless of the workplace or industry in which you work, the ability to work in a team is vital. 
Experience
On class group presentation we worked as a team. We split task between us, then we must put all information together and then to present together. First was hard because we did not know how to organise our work, or how to correctly split tasks but our skills improved due to teacher feedback. Also, teacher give as opportunity to give feedback between groups, and this was very helpful to develop my team work skill because I had to see what I did not like at another group presentation, what was wrong and to apply this things on my own presentation.
Importance of Team working skills:
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(Butler L., Advantages of teamwork, 2021)
· Good relationship between students
· Diversity of idea, everybody come with different idea during those activity
· Improve productivity and quality. When we collect all ideas and put all together, we had lots of information, and quality because from all of us even if somebody is wrong there are enough opinion to increase quality for our activities 
· Motivation and learning because people learn from each other’s
For work in a team, you must have some personal skills such as:
Communication skills. For work in a team, you must communicate with them. However, if is your language or you are from abroad you must communicate with other and bring your contribution clear and in efficient way. On our presentation we learn how to clear communicate what we must do or what we found. Each student bring contribution and have to communicate with other for say what is its part to do, what found, opinion about other team members. I have developed these skills working on our class activity and following feedback.
Listening skills. Each idea can be important so listen to each other and take into consideration everything other people said. 
Responsibility. Each member of a team must understand them task, and which are their responsibility. Each one must work on time and at expectation standards. On classroom activity, each of us made with responsibility its task.
                                  	Presentation skill
Presentation skills is an ability that allow you to interact with audience providing information clearly (The University of Sheffield,2021). I have developed this skill during this module working on class group presentation. At beginning was a bit hard because I never had before a group presentation but with teacher feedback, I have improved my knowledge about it, how to organise, how to split tasks between us and how to work as a team with my colleagues. For sure teacher feedback was the key to improve this skill.
 First time, our presentation was without introduction, without conclusion, without question for audience and with bad group organisation, but now after teacher feedback all of us understand how to make the presentation, how to present it and how to work in a team. I did not know before that when you start the presentation you need to introduce yourself and your team. Now, my presentation skills were developed and improved.
The feedback from other group was also helpful for me and helped me to develop this skill because they said few things what in that moment, I was not thinking but now I think are very helpful on my development. For example, they said that is bad because we did not introduce our group. Of course, it is important to know the audience how was working on this presentation.
                                                Conclusion
In conclusion, I think employability skills are essential for self-development, for get the job which I desire and ability to drive it correctly. During this module, Academic and Employability Skills, I have developed skills such as Time Management, Team Working Skills and Presentation skills. Time management was developed by correctly managing time for work on my assignment, Team Working skills was developed during classroom activities and Presentation skills were developed by working on class activities and making group presentation. So, all these skills were developed and improved due to presence at courses, classroom activity, working on assignment and following teacher formative feedback from task one. All these skills accumulated during this module will be very helpful for my career as manager.
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1.Group presentation done in the class
Source: Author
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