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Introduction
In this essay writing, I will be writing about my learning outcome in this module using recognized models of reflection in employability, time management, communication skills, effective team, CV writing and conclusion, I will be backing it up with some references.


Employability 
Employability can be referred to as the quality of being suitable for one’s ability to gain initial paid work to maintain one’s employment to obtain new employment if required. In simple terms, employability is about being capable of getting and keeping fulfilling work. According to Yorke, M (2004) “Employability is having a set of skills, knowledge, understanding and personal attributes. The skill of employability Skills can be transferable skills needed by an individual to make them 'employable'. Along with the good technical understanding and subject knowledge, employers often outline a set of skills that they want from an employee. The importance of employability is generic employability that helps the intensely competitive labor market, and employers are looking for flexible people, take the initiative, and could undertake a variety of tasks in different environments.
The concept of employability plays a crucial role in informing labor market policy in the UK, EU, and beyond. Ronald W. (2004) pg. 197

Time Management  
Time management can be described as the setting of targets and prioritizing important things that need to be done. ‘Time management has also been characterized as a habit developed only through determination’. Laurie A (2012) Pg4
Time management predates the modern Gregorian calendar and the mechanical clock. ‘Relationship between time management behaviors and outcomes, it was found that planning showed the most significant results’ Claessens (2005) Pg.265.Scholars and laypeople alike have reflected for centuries on how best time can be used managing my time well have helped me develop in my work and at my university it has help to complete my assignment and my task at work very effectively with time management I have been able to organize my schedule and prioritize the important task. According to Adams and Blair (2019) states that ‘time management offers individuals the means to structure and control their activities’. Hence, I learned about time management the last term and I have a very good understanding of what time management is. Time management is very important because it helps you to undertake more tasks in a limited period. Before learning this topic, I do not understand what time management was but after learning this model last term I have been able to apply time management in my work and daily activities. I have learned that time management is very important in our daily activities because it enables me to plan and manage my time properly. Time management has helped so much in my academic and working environment, for me to be a leader I have learned I need to manage my time wisely. According to Maggie F (2017) ‘leaders will need to test and determine which patterns are most effective for their style’.    
 
My time properly I always do things at my pleasure and when I feel like. I have been able to develop a culture of time consciousness and working with time.  
I have more confidence now doing things within a time frame and achieving my target within the time set. I think every time am carrying out a task now am always having it on my mind that it must be completed in the time frame. Going forward I hope to be able to apply my knowledge of time management in everything I do now because I realize it is very important and I have been able to practice and make good use of what I have learned the last term about time management. I am sure and confidant that I can use what I have learned to influence other people positively and they will be able to learn and know more about what time management is and how important it is to know about time management and be in everything they do in their daily activities I hope to keep improving on this because I still want to learn more. Time management has helped me in many ways. It has helped me to take advantage of my learning in the university and it has reduced my stress and anxiety of doing my course work at the university it has helped me focus more and stress less.  
After learning about time management, I have been able to know the importance of time management and some of the reasons time management is important is. 
· I have been able to improve my self-discipline and able to do things at the right time before I always procrastinate by telling myself I’ll do things that have to be done later and that usually makes me lag in everything I do
· It has reduced my stress by making me feel accomplished because every day now when I look back and reflect on my day, I feel I have don’t what needs to be done at the time it needs to.
· It has also improved my personal life and career because now I can relate more with people around me and also encourage them to do the right things at the right time it has helped me, especially at my workplace. After all, I have been able to take on more responsibility and the ability to lead and make decisions which have made me employers consider me for the role of a supervisor.  
· It has also help me to explore more opportunities which I cannot explore before because now I have time to try new things and perform more tasks because I have more time now than before  


Communication skills 
Communication skills can be described as passing messages across to people in an effective way that they can be properly understood, and it also involves listening to conversations and understanding what is been said.  
Effective communication is a process of exchanging ideas, thoughts, knowledge, and information such that the purpose or intention is fulfilled in the best possible manner. In simple words presentation of views by the sender in a way best understood by the receiver. Prachi M. (2018). 
Good communication skills are one of the vital attributes employers look for in an employee because with good communication skills one can excel at a workplace in other to pass the right information. According to SkillYouNeed (2011) highlights that ‘communication, at its simplest, is the act of transferring information from one place to another’ with good communication skills, you can receive, digest, and understand different kinds of information, communication skills are about listening, digesting, and speaking. ‘Communication as giving, receiving or exchanging ideas, information, signals, or messages through appropriate media, enabling individuals or groups to persuade, to seek information, to give information or to express emotions’.  Wangare T (2015)
By doing this you can understand how to communicate in different ways either by face to face, or through phone or radio, or by digital communication like email text messages, and more. 
You can have good communication skills by doing some of the following  
· Listening - By listening attentively to details and making important notes on what is been said and digesting it properly to be able to come to your conclusions and know what to do about it. According to thebalancecareer (2019) highlight that ‘If you're not a good listener, it's going to be hard to comprehend what you're being asked to do.’ 
· confidence - You need to be confident in your speech and responses because in the workplace you can be judged on the level of confidence you portray while giving or listening to speech, you can show confidence by making good eye contact, sitting or standing comfortably, and looking relaxed.  
· Empathy- Having empathy and showing that you share the feelings of others is another good communication skill. After all, that will show that you care and shear their feelings and emotions as well because people can be indifferent moods when given a speech and it’s up to the person listening to read and know what mood they are and show some empathy that you share their feelings.  
· Respect - One big part of respect is when you know how to respond in a team setting by allowing other people to speak without interrupting, this is always seen as good communication skills and also knowing when to start a conversation this skill shows how good you are as a communicator.

Learning about good and effective communication at this university must help me both in my academic and workplace. Before I came to the university I have some problems with my communication partly because I have had a surgery where my voice box has been removed and I now speak with an artificial voice which was constructed after my surgery because of this I always feel depressed and don’t like speaking to people because of the way I speak. But after a while at the university, I have been able to develop some confidence and learn some other communication skills which I used anytime I communicate now.  


Effective Team Working 
In this module, I also learn about effective team working which has been very useful and helpful for me especially at my workplace. 
Effective team working is very important because when a team works together, they achieve more and better results than working individually. Effective teamwork is very good and helps a lot because every member of the team has a role they play in the team and with cooperation and understanding of what the target and objectives of the team are each individual in the team knows exactly what to and when to do it.  The building of blocks of an effective team is to have clear objectives, balanced roles, good communication, appropriate leaders, support, individual development, and the next step. NCVO (2015)
For a team to work effectively they need some they need to have a clear sense of purpose and objectives, this unifies the grip and lets each member know the purpose for which the group exists. And for this to happen there’s a need for good communication amongst the group members, clear and open communication among the members is very important because all members need to have the trust of each other so that no one in the team will feel betrayed or unwanted in the team.  ‘Strong teams also need the right mix and number of members, optimally designed tasks and processes, and norms that discourage destructive behavior and promote positive dynamics’. HBR (2016)
I learned to work as a team member during an in-class activity with some of the lectures when we were asked to form a group of five students to work together as a team. It made me understand and realize how important a team can work effectively because after forming the group it has helped in assisting each other and allow me to know how a team can function and work together. For example, we were given an assignment that we have to write about a business plan and it consists of about six to eight topics, been a grip we had to pick one topic each to work on and put it together as a business plan to present to a potential investor. Doing this kind of task has shown me how important a group can work effectively

CV writing 
A cv (short for the platinum phrase of curriculum vitae, which means the course of life) is a detailed document highlighting your professional and academic history) indeed (2020) It is usually produced by individuals to show who and what they are. It is usually made to convince an employer that you are the right person for a certain job. It is to show employers your qualities, education qualifications, and experience.  
CV writing is like creating your brand for the job market, by writing a good cv you are giving good information about yourself. There are things you need to include in your cv when writing it. This can include, knowledge, skills, education qualifications, hobbies, and history of work experience. You will also need to include your contacts such as telephone number email address when writing a cv we need to include what the employer wants to hear and know about you this will help greatly in deciding if you are the right person for the job


Conclusion 
In this report I have reflected about my learning at the university in the last two terms I have written about time management, communication skills, effective team working and cv writing 
All this topic has helped me both in my academic and employment career I have learned a lot from who and what I am from when I started my studies at the university.  
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