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FARIDAH ZULAINA

Abstract

I present an approach introducing to students, graduates, employees and employers to employability, skills and reflection from my experience of research based on the programme of tackling skills for a workplace that I am undertaking. The approach is with a view of demonstrating necessary skills that students require for employment, market base for the graduates, Organisations and for Employers who need quality performance and quick delivering. In addition, therefore, survey results presented and evaluation I made basing on the employability skills and managerial skills describing the roles and duties.
For the case of students and graduates here, Individual credibility weighs by the multitasking skills one must have with an aim of selecting out the most wanted for employment and with the required competence.
On the side of employers and Organisations, underlying proof based on work force recruitment specifics and criterions, performance appraisals per individual from tasks assigned by the employer and as well under the signed contract roles during the process of employment.















Introduction.

Morgan, P. (2017). Business student's guide to study and employability. The purpose of this report is to reflect on the experience and skills that I have learnt and acquired during this module and has set me out to be a good employee or employer. Am proud being a student at University of Wales – Trinity Saint David and becoming a student undertaking a course of my choice was always in my dreams, therefore this a big achievement in my life and every step that I take on the way up the academic ladder of knowledge.

Academic and Employability skills comprise of study /research strategies and software skills that facilitate effective study and help one understand, take their own learning responsibilities, and be confident, competent and to being a performing employee with employability skills like reflection, time management and presentation skills. This has helped me to learn and develop the skills I needed to make the most of my everyday life.

The physique of this reflective paper summarises my life trail while at campus and what I went through to achieve all I believe will lead me to success. Thus explaining my achievements in the next paragraphs.

Time Management was the first on the list as a point of emphasis. I learnt that when you keep time, you do what you are supposed to do prioritising things. Therefore, this will help me to accomplish my tasks and what I will be given in time if I maintain it.
Avoiding procrastinating was another theme emphasised during class time in addition and this included postponing of things as doing course works, completing projects, meetings, and discussions. I learnt that to suspend, costs you time and money therefore it is not advisable because it is a delay tactic and lags people and may decline businesses if caution lacks.

To add on the above, Problem Solving was another point of concern. I learnt about the START Model, this model involves Situation set at the scene, Task, Action and Results.  You have to clearly observe and analyse your area of concern, take action where necessary such that you either have negative or positive results but always the positives must expected to come out first. This will help me to set out strategies, make things work and score my pre-determined goals.

Developing a paragraph, I learnt that a paragraph best organises content as a tool giving shape to your writing. It involves the introductory sentence and the concluding sentence being the last sentence. I learnt this paragraphing procedure and it will help me to put all my findings in an orderly, readable and organised format.

Report Writing. The first time, I struggled a lot trying to know how I would generate a report. Figuring out the whole procedure of a report lay out. The beginning wasn’t a simple one because I made a lot of consultations from different sources for example internet, journals, research reports, magazines, newspapers and many more. All these were a great contribution to my report generation. Therefore, I believe that for any sort of report generation, I can come up with one of my own to report projects, exercises, studies, expenditures and so many more.

Summary writing from class, presentation was a bit hard for me in the first place. As tutors presented, it took me time to follow up with their slides. While I wrote down everything, a tutor could be explaining the next slide and this could put me in a lost position. I learnt how to precisely summarise and provide myself with quick over views of reading materials, I can introduce knowledge within a research context, I can summarise ones argument and can analyse it.  This will help me to explain my points without having to write down much of the content.

In Punctuating, I learnt that apostrophes work on singular and plural words, then Semi colon follow by a full stop and as well used to join independent clauses, Colons introduce information that to be added after a clause. All this has helped me in coming out with the right essay writing and will as well help me put my essays at my work places into more meaning formats.

Plagiarism checker detects all forms of mal practice. I now know that whether you have done research, you must come up with your own piece of work however, you might reference and cite a few sentences. This as well has helped me learn that in all sorts of findings; you must recognise and credit authors from which you based your research. More so, I learnt that being with your own researched content puts you out as a source as well and this has helped me to know how I can come up with my own masterpiece kind of information.

I learnt how to develop a Personal Development Plan. This is what that enables individuals to take charge of their own learning. With this I can decide on my goals for example; what I want to achieve after successful completion of the course, specific attributes employers look for from their employees or when recruiting graduates and what an employable graduate must have to fill the availed position..

Cover Letter. While in class, I learnt that before you apply for any job in relation with your qualifications, you must introduce yourself in a formal way to the employer or the person in charge of recruitment. This is a better format an employer would relate you to whether you qualify, over qualify or under qualify for the available career opportunity placements. For that reason, I as well learnt that a cover letter should bear the address of the writer on the right upper corner with the date inclusive, the address to whom the letter is being written, the title or subject of the letter and the body that includes the introduction and conclusion applicant.

Curriculum Vitae (CV). After completing a cover letter, the CV includes compilation of the owner’s whereabouts in details. I learnt that for a successful CV, it has to expound the owner’s content. All the information in the CV extrapolates the applicant's experience and skills in relation to the current unfilled job position with other details ranging from former work places experience to current, education, language proficiency, hobbies and referees.
This will help me to put my CV in all kinds of formats that will market me when I’m on a look out for employment.

One of the advantages of a bilingual child and adult is having two or more worlds of experience’ Accents on English as a language that is used were hard for me to tell but as time went on the more exposure, the better. In class, it is the most used. I can now use it more independently and has increased my confidence and my vocabulary. I believe I can now market my self-using English language in selling organisation’s services and myself.

Forsynth, P (2008), quoted Lord Gormley: 'You impress folks that little bit more with what you're saying if you say it nicely. People do not hear your ideas if you stand there shouting out words'. The Communication protocol that observed both at the interview, work environment, at home must bear professionalism. I learnt that communication is dynamic and creates an impression even where action lacks.  I learnt that in a working environment, an employee could communicate by speaking, writing or use a communication medium to pass on information to the destination. Mediums like physical medium and Mechanical Medium where one can effect communication through large meetings, weekly meetings, up close and personal. Also with Mechanical, one can use E-mails, Weekly letters, personal letters, billboards, intranet, messages and social media. The entire above are helpful in the process of communication and these are means that will help me to effect communication.

Martin, Jeffery J (2017). ” When compiling findings, researchers need to consider if their results are meaningful, so effect sizes should be reported and interpreted in light of absolute standards and relative to prior research”.
In class, tutors well-presented notes on power point slides tackling every point and explaining fully but you know as always there are slow learners and quick learners, those that catch up from class and those that understand after reading at their own pace. Thereafter, assignments given test and award the most serious covering a certain percentage on the overall percent (100%). I learnt how to organise and do research on a number of things. I have known how to surf the web. Looked at different websites expounding different content. From this, I was able to know how to reference, how search engines work and learnt some essential browser skills. All this will help me to gather information for furthering understanding.

Class Discussions. The tutor put us in groups to discuss the question in the assignment that he gave us. Each one of us expounded the question according to our thinking but still we had to come up with the right way of answering it. It was not an easy task; we went through arguments on different points to answer the question and ended up with the right resolution. From this I learnt that to give out information, you must have discussed or researched fully to details about what you are producing.

I learnt that one needs basic Skills to read and write to be a good employee. It is another way of communication through which messages pass on in a usual area of work. This will help me to note my points and as well air out my views where necessary. Basics skills involve some mathematics and this will help me to formulate calculations and accountabilities.

I learnt about thinking skills and these skills will help me to analyse and situations and think critically devising means, solving problems, making decisions and being focused aiming on importance and benefits not only me as an individual but a whole team and the company as well.

People Skills. To communicate amongst yourselves as workers and non-workers, negotiating and finding a resolution to achieving a common goal is another, having solidarity and working tooth and nail to move a level of greatness, socialising and inter-relating with all members to score a pre-determined goal. I personally learnt that all the above contributes to career growth. Every step of the way is an addition to life achievements that is what that life takes.

Conclusion
Starting to grow is the hardest but being proactive, consistent, and resilient leads you another direction of growth and still knowing that with competition from workmates grows you as a person and the organisation. Being a workaholic has its negativities and positives but again you must have a plan and ensure laying strategies is the best way and worth a living. In conclusion with this reflective paper, I now e
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