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[bookmark: _Toc534631883]Introduction
[bookmark: _Hlk534247345]The importance of developing employability skills through academic learning is the primary objective of a person as all industries requires a person to be skilled to lead the workplace in productive way (Cottrell, 2015). The employers always look for the talented people, thus academic and employability skills create the opportunity for us to get recruited by our expected employers. In this reflective report, I am going to analyse my relevant employability skills that I have developed. According to Jasper Melanie (2016), “Reflective practice has been identified as one of the key ways in which we can learn from our experiences”. I will reflect my experiences by writing the statement of my employability skills using STAR method to evaluate my competencies including Communication Skill, Team Working, Problem Solving Ability, Decision Making, Leadership Skill. In addition, I will analyse time management by following my planned schedule which I will provide in the to-do list. I think this will skill is needed to be improved to gain credibility in search of employment opportunities in my expected workplace. In this report, I will consider the perspective of an employer who is trying to recruit a person like me having relevant employability skills which will help getting my expected job from employment sectors.


[bookmark: _Toc534343103][bookmark: _Toc534631884]Main Body
[bookmark: _Toc534343104][bookmark: _Toc534631885]My employability skills and competencies:
According to Mackevic (2014), “Employability Skills can be defined as the transferable skills needed by an individual to make them ‘employable’. Along with good technical understanding and subject knowledge, employers often outline a set of skills that they want from an employee.”
I have developed some important skills from my academy and previous workings such as Communication Skill, Team Working, Problem Solving Ability, Decision Making, Leadership Skill. I have given example of these competencies along with their performance statement below:
Communication Skill: According to Maund (2017), “Communication refers to listens to others and communicates in an effective manner.” Regular consistent communication takes place where necessary. Organisational communication helps us to manage employees and others as appropriate.
Teamwork: According to Morgan (2017), “Promotes cooperation and commitment within a team to achieve goals and deliverables.” I have learned a lot from my academy as well as from my workplace. Having this skill helps a person to remove barriers and increase team productivity.
Problem Solving: According to Rolfe et al. (2011), “It is an ability to resolves difficult or complicated challenges.” This ability helps us to breaks down problems and identifies all of their facets, including hidden or tricky aspects.
Decision Making: Decision means makes timely, informed decisions that take into account the facts, goals, constraints, and risks. This competency Makes necessary decisions even when information is limited or unclear (Sun et al., 2017).
Leadership: This competency promotes organizational mission and goals, and shows the way to achieve them. A leader can create a positive work environment where all staff are motivated to do their best.
[bookmark: _Toc534343105][bookmark: _Toc534631886]Statement of competencies using STAR method:
[image: ]I am going to write statement of my competencies using STAR model which I have gained from my personal work experiences. STAR model provides a structure that assists us to describe a situation or problem (Ziderman, Svetlik and Pavlin, 2014). It also helps us to highlight what actions we took to achieve from a task and show the result of our achievement and learnings.
Communication Skill
Situation: Last year, I tutored some of GCSE students privately. I have maintained excellent communication skills when helping students understand several difficult concepts. I tried simplifying the concept and describing them in ways that suited different students.
Task: I had to help a student understand the relationship between a graph and its associated algebraic equation on one particular occasion.
Action: First of all, I tried to understand the capability of the student by listening attentively to explain this in a way that he could understand. By dedicating some time to assess student’s knowledge and learning strengths, I realised that he had a good spatial awareness but average numerical skills. I then decided to focus more on the visual aspects first, demonstrating how changes in the equation triggered changes in the shape of the graph. In order to assess how my communication was coming across, I asked questions constantly. At a stage, I realised that the subject was quite dry for this student. So, I tried to sound more enthusiastic and engaging.
Result: Day by day, the student started to develop his idea about the relationship between points of intersection of graphs and solutions of equations.

Teamwork
Situation: Once I was elected as a co-ordinator to organize a fundraising event, which did not have enough members. As a result, attendance was often low. Besides, there were 4 other committee members.
Task: Our primary aim was to organise a high-profile events programme over 3 terms with all leading speakers such as businessperson, celebrity and academics.
Action: At our first meeting, I tried to encourage people to say if they had any preferences about tasks they would prefer to undertake. I noticed that it established a positive, open working relationship from the start which showed recognition of the strengths of each team member. One person from the committee member wanted to be treasurer, another the publicist and other two persons wanted to focus on organising the events. My primary role was to host the events, to invite the potential speakers and to coordinate the activities. I maintain effective communication with the team members throughout the process which brought developments in various sectors such as who was visiting, timing of publicity, and how to deal problems such as cancellations. I also encouraged the team to update each other about any relevant issues.
Result: I have noticed the positive impact of my team working skill in team. All members organised a very successful and well-attended events with prestigious speakers. Membership of the club increased by double and the team received very positive feedback from academic staff about the quality of the speakers.




Problem Solving Ability
Situation: First week of last month, at the supermarket where I work part-time, a customer wanted to buy a specific brand of cookies, but sadly that was not available at ours shop. I told him to buy another brand but he got very angry.
Task: I had to keep the customer happy with his choice.
Action: I listened to his complaints, kept calm and sympathised, which allowed the customer to calm down. I explained that we couldn’t break the deal with companies and could not keep that brand. I offered a discount to him to sell our brand and he agreed to this. I assured that he can return back one packet if it does not satisfy him, which he agreed to.
Result: He came to me & thanked me for suggesting him this good brand which was able to satisfy him. He then became a permanent customer of that brand.

Decision Making
Situation: I began to have major doubts about whether the chosen course was right for me. Halfway into the first term, I decided that I was happy with the decision I made. 
Task: I had to make the right decision of whether or not to continue on with the degree course I had chosen.
Action: Firstly, I reminded myself why I had chosen this particular course. Secondly, I reached out to my support network for some advice. Finally, I weighed up the pros and the cons and after careful consideration I realised this was best course moving forward. Eventually I came up with a strategy allowing me to set targets and deadlines with the most important first. 
Result: Taking decision means going for smaller, more achievable goals gave me momentum and increased confidence. I finally understood that this perfect to continue my degree which will help improving my approach to coursework.




[bookmark: _Toc534343106][bookmark: _Toc534631887]Analysing Recruitment and Selection from an employer perspective
I know how the workplace get diversified with different persons having different skills. We need to develop the required skill to get recruit by our expected employer. The employers always look for the talented people, thus academic and employability skills create the opportunity for us to get recruited by our expected employers (Cottrell, 2015). 
According to Ziderman, Svetlik and Pavlin (2014), “Recruitment can be defined as searching for and obtaining a pool of potential candidates with the desired knowledge, skills and experience to allow an organisation to select the most appropriate people to fill job vacancies against defined position descriptions and specifications.”  As an employer, I know that the purpose of the recruitment process is to find the widest pool of applicants to provide the greatest opportunity to select the best people for the required roles in an organisation (Ziderman, Svetlik and Pavlin, 2014). Acquiring the best applicants for a role can be a competitive advantage for an organisation whereas ineffective recruitment and selection can result in reduced productivity, customer service and long-term costs.
I will be identified through the recruitment process if I can be the most appropriate candidate. The purpose of the selection process is to ensure that the best person or people are appointed to the role or roles using effective, fair and equitable assessment activities (Jasper, 2016).
[bookmark: _Toc534343107][bookmark: _Toc534631888]Skills needed to develop to gain full employability
Though I have developed some employability skills, I still need to develop more skills to adapt with new issues. But at this moment, I need to improve my time management skill which will help me to utilise other skills in the working sector. I have to allocate my time accordingly in order to reduce time wasting and make the most of it. 
[bookmark: _Toc534343108][bookmark: _Toc534631889]Time Management
[image: Image result for daily To Do List of my personal time management]I need to allocate my time to my studies, work and entertainment to make it productive on a regular basis. So, I need to categorise my activities which ones are urgent, which ones are important and which ones are not necessary. I will follow Eisenhower model to get the urgent work done and get rid of the less valuable activities. This will help me to be active in important task such as classes, works, studies etc. On the other hand, the less important task such as random hangout, using social media, wasting time on playing extra time will be reduced if I follow the time management schedule (Mackevic, 2014). I have to use the time effectively to make the plan real which will ultimately develop my time management skill. Here is a to-do list of my personal time management which will help me to manage time efficiently:
[bookmark: _Toc534343109][bookmark: _Toc534631890]To Do List of my personal time management
	Activity
	Time Required
	Priority
	Time
	Activity Status

	Exercise
	40 minutes
	High
	7:00 AM
	

	Breakfast
	20 minutes
	High
	8:00 AM
	

	Class
	3 hours
	High
	9:00-12 AM
	

	Home- Rest/Lunch
	1 hour
	Medium
	12:00-1:00 AM
	

	Work
	6 hours
	High
	1:00-7:00 AM
	

	Entertainment
	1 hour
	Medium
	7:00-8:00 PM
	

	Study
	2 hours
	High
	8:00-10 PM
	

	Dinner+ Internet
	1 hour
	Medium
	10:00-11:00 PM
	

	Sleep
	8 Hours
	High
	11:00-7:00 PM
	



I think this schedule will help me to manage my time according to my activities and my overall employability skill will be developed and practised in my academic and working sectors.
[bookmark: _Toc534343110][bookmark: _Toc534631891]Conclusion
In this reflective report, I have tried to reflect employability skills and work competencies I developed from my personal working experiences. I have analysed all the required competencies using STAR method to present my employability skills so that an employer can understand how I developed my skills. I have reflected my thoughts about recruitment and selection of the perspective of an employer in respect of employability skills in workplace. I have also mentioned and explained that some skills are needed to be developed for further improvement on employability skills (Maund, 2017). According to my activities, I made a to-do list of my personal time management which will help me to develop time management skill along with other skill practice. Moreover, I tried to reflect upon the development of my employability skill set to create a demand in the employment sector. I believe these skills, knowledge and competencies that I have developed will help me to achieve my expected employment and increase my strength to gain success in professional life.
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