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[bookmark: _Toc89789232]Introduction
Employability Skills are often stated as the transferable skills necessary by a person for them to be regarded as 'employable' in the workplace. Employers typically identify a set of qualities that they demand from their workers, in addition to having great technical competence and subject knowledge. These are the skills that they believe will best prepare the employee to accomplish their work obligations to the best of their ability. The employability skills that I have obtained from online learning and can convey to the work are the capabilities that I can define for myself on my own. This report will therefore focus on the three employability skills I have learned from the learning on this module.
[bookmark: _Toc89789233]Managing Time Management Skills
Because of everything I learnt in school, I was prepared to start professional work early in my adult life. What is more, if the opportunity presents itself, I may be able to go through the first stages of a project more quickly if I can start early (Lehdonvirta, 2018). Because I can begin planning my strategy, this may also help me avoid procrastinating.
To make a good impression and show their devotion to the job, many people will agree to take on any responsibilities that are put in front of them. Taking on too many responsibilities, on the other hand, might make it impossible to create a schedule that accommodates all of my duties (Lehdonvirta, 2018). By limiting the number of active tasks I am willing to take on from others, I may prevent being overburdened with responsibilities.
The lessons I have learned through my schooling help me relax and recharge. Taking a break from work for a few hours each day will allow me to recharge and return to my duties with a new perspective (Lehdonvirta, 2018). It would be helpful to learn when to take concentrated breaks throughout the day so that I can establish stress management strategies that work for me.
It will help me plan out my work week. By not having to hunt around for the things I need to complete the tasks I set for myself, and an organized workspace may allow me to save time throughout the day. Additionally, I will be able to make better use of my time management abilities and better prepare for the future (Lehdonvirta, 2018).
Determining my pattern of production by using this method: how productive each person is at any given time is determined by their particular daily rhythm. Some people may be more productive first thing in the morning, while others may not be at their best until after lunch. To maximise your time, it may be helpful to identify the times of day that are most productive for you (Lehdonvirta, 2018). As a result, I can spend my peak productivity on longer, higher-priority projects during my less productive hours, allowing me to focus on shorter, easier tasks.
With the support of technology, I will be able to keep on track with my objectives. The usage of time tracking and daily management tools in the workplace is on the rise, and this trend is expected to continue for years to come. My daily management software will combine the results of my time-tracking into my overall timetable and calendar, allowing me to keep track of how long it takes me to complete certain tasks (Macan, 1994). It will be easier for me to stay on track and stay focused with the help of these tools, which will allow me to create more attainable and realistic schedules.
My ability to focus on a single track at a time is now complete. It may seem like multitasking is a realistic strategy for doing many tasks at once more quickly, however, this is not the case (Mackenzie and Nickerson, 2009). They are more likely to complete each assignment faster and with greater quality, if they focus on one project at a time rather than trying to multitask. Keeping my focus on one task at a time can also help me avoid being distracted throughout my job.
I will be able to reinforce my good habits by learning this. I may want to reward myself for completing tasks or increasing my productivity as a consequence of using some of these time-management techniques so that I am more likely to keep up the good work (Lehdonvirta, 2018). An enjoyable reward for myself that does not interfere with my daily productivity may assist ease tension while also encouraging me to continue improving my time management skills.
[bookmark: _Toc89789234]Managing Research Skills
After a brief review, I will be able to go in further and deeper. Initially, I considered that the initial stages of research are daunting. Yet, upon following Olayinka’s (2019) strategy, a web search of the topic at hand can support me in identifying relevant materials. Google and Wikipedia, even if they are not always accurate, are a great way for me to obtain a broad idea of the topic since they usually offer a basic overview with a brief history and any key points (Allison et. al., 2016). I can therefore acquire the initial idea from these mediums and verify them/built upon them via peer-reviewed books, journals and articles.
I am currently able to differentiate between a reliable and unreliable source due to knowledge regarding the CRAAP test among other reliability tests (Blakeslee, 2004). Because not all sources are reliable, I must be able to discriminate between the best and the worst (Olayinka, 2019). To determine if a source is credible, I ask myself the following questions: Is this source in agreement with other sources I have come across? Is this source in agreement with the other sources I have located so far? Where do you see disagreement between this source and others? Is the author a well-respected expert in the subject matter? Is the author's point of view on this specific issue tainted by a conflict of interest?
Verifying information from several sources will be much easier with the help of the skills I acquire in this topic. For the most part, anybody may say whatever they want on the internet since many websites do not verify their content for validity or legality. As a result, there are a large number of questionable sources as well as many resources that are just wrong (Olayinka, 2019). At the very least, I will verify that at least two other credible websites say the same statement before making a final choice.
As a result of what I have learned, I will be more open to new ideas and reactions. Finding the answers to my concerns is the primary goal of good study, not just confirming what I already think to be true (Olayinka, 2019). I cannot get the whole picture if I limit my research to merely looking for confirmation since it forces me to pick and choose which sources I consult. To get as much information as possible, I shall have an open mind while conducting the study.
[bookmark: _Toc89789235]Managing Planning and Organisation Skills
As a result of my abilities, I will be able to keep my workplace spotless. When I clean and organise my workspace, it is often the fastest and most successful method for me to learn how to better manage my time and resources (Ribeiro et al., 2028). As a result of this information, I will be able to assess what is on or near my desk and remove any things or documents that could get in the way of me doing my daily tasks. Having fewer distractions in your immediate surroundings may make it easier for you to focus on your task.
In addition, I will have a clear idea of what I want to accomplish. As I begin to build an organisational plan, I may desire to define some short-term professional goals. With the help of a list of tasks I wish to do, this can be done easily (Taylor and Campbell, 1999). Tasks assigned by a superior or goals set by myself for my advancement are two examples of what I may be aiming towards. For instance, enhancing the departmental training process for new employees may be an excellent example. Make a list of your goals and write down how long it will take you to accomplish each one (Ribeiro et al., 2028). Some of these goals may take months to accomplish, while others, like cleaning the home, maybe accomplished in a shorter amount of time.
As a result of this information, I will be able to better organise my tasks. For each objective, I will write a list of tasks that must be completed before they can be accomplished. Consider taking on a more ambitious project or goal in the beginning. I will estimate how long each job will take and then break it down into smaller tasks and write them down in a list to keep track of my progress (Ribeiro et al., 2028). To keep me on track, I am going to set due dates for each of my projects. With this, I may be able to work more efficiently and avoid feeling overwhelmed by the job at hand. I will have a better idea of the direction I need to pursue after I have done the tasks on my to-do list. Free online list-making apps such as Google Keep, Trello, and Google Sheets may help me keep track of all my tasks and projects.
Furthermore, I have shown that I am capable of prioritising my workload. Starting today, I will begin classifying my long to-do list according to priority. Work my way down the list, starting with the most urgent tasks that have short deadlines. Before going on to the rest of the tasks, I should focus on them first prioritising jobs ensures that I work in the most efficient way possible while keeping the greatest degree of efficiency (Ribeiro et al., 2028). Delegating some of my tasks to other members of my team may be an option if I have too many or if some of them fall outside my primary responsibilities.
Additional help will be given to me when it comes to setting up a timetable for my projects. The tasks may be scheduled after they have been recognised as requiring my attention. Schedule each job depending on how long it will take you to do it. Depending on how long it takes me to finish each activity, I could, for example, build my strategy in time increments of a certain amount of time (Ribeiro et al., 2028). For tasks that need more time, I may design a schedule in hour-long increments if my day is already crammed full of tasks. For the sake of my mental health, I will make a concerted effort to take regular breaks. As soon as my vacation is over, I may have more time to focus on completing a project. It is also a good idea to leave a few open spots in my schedule for any unexpected tasks that could come throughout the workweek.
As a result, I have gained the self-confidence to treat myself more often. As a means of reinforcing a lifelong commitment to the organisation, I want to devise a system of self-rewards. For example, if I complete all of my scheduled tasks on time on a given day, I will treat myself to something I enjoy (Ribeiro et al., 2028). When I recognise my achievements, even in the tiniest of ways, I may be able to motivate myself to complete each task more successfully. My ability to stay organised will be bolstered if I can use this information to create an effective work schedule for myself.
To sum it up, I hope that the information I have received will help me achieve a healthy work-life balance. Keeping a good balance between my personal and professional life may help me be more organised and dependable in my daily activities (Ribeiro et al., 2028). In general, I have found that when I give my mind a break and focus on activities unrelated to work, my brain is more focused. A few days a week, I might devote some time to a hobby, meet up with some friends, or go for a run. I may find myself more capable of accomplishing my goals when I return to work after a break and have had time to reenergize my batteries.
[bookmark: _Toc89789236]Conclusion
In today's highly competitive employment market, businesses want flexible individuals, self-starters, and able to do a variety of tasks in a variety of contexts, among other qualities. As the definition of an employability skill shifts toward one that is more "service-oriented," it is becoming more important to have a strong foundation in both knowledge and interpersonal skills. To maintain a productive and efficient workforce, employers put a high value on these differentiating features in potential employees. Businesses devote a lot of resources and effort to ensuring that their workers have the skills and knowledge necessary to succeed in the workplace. Employers now have more options and prefer to hire a technical expert with a wide range of employability skills, especially in an environment when job chances are scarce.
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