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Introduction 
[bookmark: _GoBack]The main purpose of this report is to reflect on the list of employability skills learned during this course and how it will benefit me in narrow downing the skill gaps and improve my efficiency at work. Skills are set a thing a person learn which allows them to do certain task in a more simplified and orderly manner. A person can learn various set of skills through education and training, these skills helps them with their employment and studies. Employability skills is one such a set of skills which helps a person to gain and excel in employment. The five common type of employment skills each individual will have to possess in order to gain employment are communication, interpersonal, personal, numeracy and general awareness,(Stella, 2013). 
Communication 
It is one of the important skill which is needed for gaining employment. Communication helps a person to understand instruction, interpret and follow those instruction and get the job done. There are different methods of communication, it is very important to understand the mode and method of communication. Choosing the right method of communication helps in simplifying the tasks and it helps in handling the information more efficiently and effectively. Effective communication helps to reduce the level of conflict within the team. clear oral presentation during team meetings and briefing helps the employees to understand the organisation and goals more easily. Well written protocols and standard operating procedure helps the employees to understand their task more easily. With effective communication a person can easily develop arguments that are logical and reasonable. Eg: effective communication has helped me a lot at work, it has increased my confidence level and allows me to interact with the customers more effectively, improved communication helps me to handle various task at work with greater ease. It helps me to socialise and work more professionally at work,(Stella, 2013). 
Team Working 
Team working determines the organisation success. The term organisation means a team or a group of people working closely with common objectives. Team working in an organisation helps the organisation in several ways such as improved productivity and efficiency. It allows to simplify complex tasks and saves time in carrying out different task. Eg: the team working skill and it’s important that I learned in the course helped me a lot in understanding about the importance of team working and its role in organisation success, by working as a part of team at my work I can feel how much work pressure is reduced when there is good communication and coordination exist within the team. Good communication within the members of the team is very important for the team to function affectively,(Stella, 2013). 
Problem Solving 
Problem solving is one of the most important employability skills. Understanding the nature of the problem within the workforce helps to address the problems in a timely manner. It is always best to identify the sources of the problem and address them in a timely manner. Eg: problem solving skills that I have learned during the course has taught me how to not only identify the complicated situation but also to handle them this includes customer dispute or dispute among member of staff. I always tent to look for what the issue is and address them in a timely manner this help to me to rectify the problem soon and also helps me to prevent the same problem occurring in future. The common type of problems we encounter at work are mainly related to the type of service that we provide to the customers hence I take at most care in training the members of the staff and make them understand the needs and importance of customer service so that the customers are satisfied with the type of service that is delivered to them,(Stella, 2013). 
Initiative and Enterprise 
Every business constantly requires new ideas in order to grow and prosper. Innovative and workable ideas are the once that will allow the business to utilise the available resources effectively and maximise the profit. eg: our business is a very small business, being operating with a small budget we cannot advertise ourselves at a very big level to increase our market share, hence we rely in promoting ourselves through the type of customer service that we provide to our customers. This not only helps as to retain our existing customers but also allows to expand our customer pool as we get more referrals, recently we have introduced a referral discount as a part of promotion scheme which has helped to increase our annual sale volume by 20% percent, in future we are also looking introduce various promotions which will boost the sale volume this includes discount rates for students, limited promotions such as buy one and get half price for the next service etc,(Stella, 2013). 


Planning and Organising 
Planning helps to create a system where by which all the work can be done in an order. Good planning and organising within work place helps to save both time and cost and helps to reduce waste and manage resources in a more effective manner. Comprehensive planning helps to achieve targets easily. Eg: our business is being small we require good plan of work which will help as to manage the time more easily during busy time. We tent to have make sure we have a good level of staffing to manage the work load during busy time periods. We tent to take an approach of prioritising various tasks according to their level of difficulties which helps as with better time management. Good work schedule and time tabling has helped as to create a good balance between work and life for our staff members, we tent to follow flexible working pattern which helps to reduce the work pressure on our staff team,(Stella, 2015). 
Adaptability and Self-Management 
Both adaptability and self-management are very important for the success of an organisation this two approach helps to achieve the goals and target easily. Adaptability improves team working while self-management helps to have a better organised way of working. Eg: when I first started my career in beauty care I was very nervous because basically I am not a people person, though I have passion for beauty and I tent to get nervous while working with people so getting adapted to working with people was one of the challenge that I had to overcome, secondly self-management was the other skills that I have learned through my profession this not only helps to improve my working methodology but also allows to increase the speed of work with much improved efficiency,(Stella, 2015). 
Learning and being Resourceful 
Continues learning and being resourceful are two important virtues which will help a person to get greater level of rewards. Eg: I was totally new to beauty industry when I first started to work, however I am a quick learner which allowed me to learn all the key and important things a beautician will have to learn and understand in order to perform well in beauty industry. And I am very good in paying attention to details which helps me to keep improving my skills in terms of doing the work more artistically at the same time in a professional manner. Being resourceful also helps me to keep the operational cost of the business at the lowest levels possible,(Stella, 2015). 

Technology 
Understanding and having a good knowledge of handling various forms of technology helps to ease things at work. Some of the skills learned from the course certainly helped me to be better organised at work. Understanding the use of Microsoft office suite has helped me immensely in planning and organising work, this has helped me to communicate with my clients and other service provider with greater ease, helps me with online order and invoice management and payroll etc,(Stella, 2015). 
Interpersonal skills 
These are set of social skills which allows to interact and socialise with others. Interpersonal skills helps in building network and rapport with different people at work place eg: client, customers, consumer and general public. this helps to improve team working and team coordination. Developing interpersonal skills is very much essentials as it allows to manage time more efficiently and work more proactively. Interpersonal skills helps in handling complex situations this includes problem solving and logical reasoning. Interpersonal skills helps a person to carry out self-assessment of a person and allows to identify their strength and weakness. Improving my interpersonal skills will certainly help me to have a better working relationship with my colleagues at work and also will allow me to have better relationship with customers,(Stella, 2015). 
Personal skills 
These are soft skills which are intangible in nature. Personal skills helps a person in several ways this includes managing work load, handling pressure, demonstrating calm and composed attitude in handling things, balancing work life, time management, self-driven, self-motivated. Personal skills helps a person with priorities things and allows to manage the tasks more efficiently. this helps to assess and understand both strength and weakness not only this but also this helps to understand the theoretical models and how they can be employed in practical context.   Both negotiation and time management skill will help immensely and will allow me to get a better bargain from my supplier and will help me to deliver the work and task in time,(Stella, 2015). 


Numeracy skills 
This helps a person with the use and understanding of numeracy and its importance while carrying out day to day tasks. Using numeracy skills a person can understand the performance of the business eg: daily sales, profit and loss etc. this also helps to understand various levels of statistics which allows to understand the needs to make changes to the method and style of business operation. A person with good numeracy skills will be able to understand the factors that are affecting the organisation at financial level and hence make necessary business decisions,(Stella, 2015). 
CV writing, Interview Skills and Cover Letter 
In the current term I have learned various skill in reference to how to apply for a job and what are the key areas that one will have to address when applying for jobs this include writing a good CV, cover letters and interview skills. A good CV is a reflection of the person and skill, the CV should reflect all the key strengths and achievements of the person and the covering letter should outline the key functionality and how my skills will be suitable for the role that I am applying to,(Stella, 2015). 
Critical thinking and Analytical Skills 
Analytical Skills and critical thinking are very essential to have a rewarding career. These two skills help a person with several different kind of aspects in work and career this includes troubleshooting, better communication, improved planning and budgeting ability, ability to forecast, analyse and report information, carryout data analysis to understand market trends, diagnosing problems and being creative,(Stella, 2015). 
Reflective Cycle 
Description- when I first moved to the UK my English skills was very poor, at work I often find it really hard to express and convey my views and thoughts with the customers and colleagues. 
Feelings- being not able to express myself and deliver the work to my full potential has always stressed me and some times even made feel anxious at work. But with time I started to get to know my colleagues and got familiar with work which allowed me to gain confidence. 
Evaluation- as the time passed I understood the only way I can get better at work is by improving my skills and adapting to the work environment, hence I started to talk people in English as much possible even if it was wrong this enable me to improve my spoken English and my colleagues were supportive and helpful. 
Analysis- my judgement about myself with respect to communication and confidence was right because I knew the key skills which I was lacking and the areas that I need to improve hence I started to focus in improving both verbal, non-verbal forms of communication and also written communication which allowed me to improve my confidence. From the course my knowledge and understanding about the skills required for employment has certainly increased and I am sure it will help me to progress with my career. 
Conclusion 
I am confident all the key skills that I have learned and gained during this course are very valuable and will help me to a great extent in only improving my performance at work but also will allow me to have a better understanding about managing my business. 
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