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[bookmark: _Toc28966725][bookmark: _GoBack]Introduction
This report is to analyse the key factors I have learnt throughout my journey and what elements have improved my areas of communication and employability knowledge, I have come to understand the different ways of speaking both verbally and non-verbally which can obviously help in the future with certain situations we come across and life expectations, I will also be talking about how my in class exercises have had an effect on my learning with the business email we wrote and how to express yourself in a formal way and not informally.
[bookmark: _Toc28966726]Main body
When we did our in class exercises I came to realise that it’s not easy to write a formal letter as everyday speaking slang is not what is used and can most defiantly make yourself look unprofessional and inappropriate. I used a way that I could put myself into a situation where I had to apply for a job role and was only allowed to use formal words and not the vocabulary I would use along with friends and family, working alongside Miss Hoffman I felt so much absorbing knowledge and she would help me with things I didn’t understand Cleary, preparing for a presentation has a lot of pressure individual is not as easy as group and I learnt a lot on dealing with pressure. An example of this is self-management managing your own decisions and making sure you deal with the priorities as in time management you have to prioritise and make sure you put what is important and urgent first and not over examine the situation. It’s mainly about your visions and goals
[bookmark: _Toc28966727]Communication 
This is a main factor in daily chores and in your lifestyle you have to be able to communicate within a team or in general to progress and be respected if you have poor communication this can lead to misunderstandings and conflict in your workplace or in general. I have also learnt that being considerate helps so listening first and talking second when working in groups often helps because this can show you’re showing other members of your group respect and a chance to voice their opinions. Another factor I learnt is formal communication so using vocabulary that you wouldn’t use day to day with friends and this being a major factor whether your employee would employ your or not supposing you went for a job interview.
[bookmark: _Toc28966728]Problem solving
This is a very important skill to have and mostly achieve because there a many times in life you are facing to deal with problems and how you overcome them is the key to success if you find yourself in trouble and coming unstuck we normally stress out and then all your planning goes upside down but if you try to assure yourself and feel the right attitude you can accomplish anything , for instance you are working in a group with a presentation and you don’t seem to agree on something that is a problem in its self and can cause problems so therefore by sitting and communicating you can resolve the issues and most defiantly solve the problems at hand if you argue and don’t end up agreeing on a certain way then it won’t get solved and my main reason I’ve mentioned this because I have dealt with this many times in my workplace as a shift leader in Tesco I deal with customers on a daily basis and they can be very rude and abrupt at times but the key thing is to remain calm and collective without empathy you will not win so the attitude of your behaviour is very important I always listen firstly and talk secondly. That way you can get to the core purpose of the issue.
[bookmark: _Toc28966729]Planning and organising  
When you plan and organise it is very important to have a structure in plan and this skill can be exactly what you are looking to deal with in terms of what is needed to be done urgent requirements to no so important things to do. I have learnt a lot in my lessons but one main example of this was in term 1 when we was in a group doing work in teams of 3-4 people when your organised and everybody is assigned to one duty this is what you call core purpose and this really helps maintain a good structure and leadership skills too because everyone is doing a part of the planned job in hand so for example, if you have somebody in a restaurant at the reception desk and answering phone calls that’s one duty the chef is cooking the food and preparing take away that’s another duty that is a planned procedure and therefore this helps the company or whatever the situation in hand smoothly and work well.
[bookmark: _Toc28966730]Adaptability 
This skills is very useful I learnt because not everybody is able to adapt to changes in personnel or in there mob role perhaps in this case we can talk about adapting to people around you and trying to communicate with people you may not feel you can work alongside well or that isn’t a person you can befriend it’s about putting problems and issues to one side and being professional , you’re not going to like everyone you work with or surrounded by but you have to adapt to what is important and that’s working well under pressure and sorting out whatever the job roles entail. An example of this was when I was in my group in term 1 we had one member which was very opinionated and quite bossy but we worked well in the end because, I learnt to adapt to his ways and started to understand he wasn’t being bossy he was just in his own ways and that was his personality unfortunately.
[bookmark: _Toc28966731]Oral communication
This skill has to be a very important skill when you in a staff meeting or business meeting this is to reflect on what is important and engage in the audience trying to make them understand the importance of what message you are putting across when you do this the wording has to be formal vocabulary and very much clear in what you are trying to put across to your staff members or audience, I have been in many situations where I have had to sit down with my team at work and express what isn’t going right, and how we can prevail to achieve the right ways and that is by hard work and determination but there is a way of talking you have to engage with them and let them also voice opinions so they don’t feel casted out.

[bookmark: _Toc28966732]Ability to work under pressure 
This skill actually is very important when working in a team and pressurised situations because if you can manage this then you can handle any issue thrown at you I believe for instance I had one customer in Tesco’s come up to me and say a member of staff was very rude to him so I had to make a decision first by getting both sides of the story and the come up with a conclusion and see what I could do that would resolve this issue without it escalating further and the head office finding out and possibility of my member of staff losing his job over when it could be resolved without too much issues. I managed to work this out and it was head banging but I did it with great ease because if you can work under difficult circumstances then you should be able to achieve anything life throws at you.
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This skill in my personal opinion is the skill that defines how employability should be overall a leader is someone who can manage what we call the impossible. A leader is a captain of a sporting club, a person who can lead the team of soldiers out for war but in my case in a workplace a leader is someone who takes charge of the job duties and can control a team and make sure all goes to plan. When the deliverers come into the shop we have to assign everyone to each department so someone to do the fruit and vegetables, someone else to do ready meals and sandwiches another person milk and yogurts dairy products and somebody to be in charge of checkout areas so that tills are managed properly the use of self-service checkouts nowadays are very helpful so that people can use them rather than waiting in long busy cues, main purpose here is leading your team to victory is the key and that is what I’ve done on many occasions by prioritising what is urgent and using the Eisenhower method on urgency and important to the less urgent and less important 


[bookmark: _Toc28966734]Conclusion  
The main purpose of this report was to analyse the employability skills I learnt from feedback in my in class exercise and how it has helped me in my workplace and day to day activities I have made progress and I ensure to do more and take this learning experiences on board as I have engaged with my teacher and my colleagues and all these skills that I’ve gained has made me become a better person in my communicating with people to my problem solving skills etc.. I can use all the employability skills in my new job role and this can also help me with writing business emails which I learnt in my in class exercise, I never knew how to write a formal letter before and the different variations of your faithfully and yours sincerely is if you know the person or don’t know the person I just thought that they were exactly the same I want to be able to use all of these important and useful skills in my job role and hopefully in my future when I take over my father’s business in 4 years’ time this is why I am doing this course to gain knowledge and managing an enterprise in the 21st century is a very important module also for me. I feel that this module has encouraged me to want the best from life and how it can benefit me in the long run and progress in my near future. Many aspects of communication and leading the line of work is important as it helps you gain a name for yourself and the community to respect you and want to come into your workplace and be proud and say I enjoy coming here to shop or purchase good depending on the organisation. This report is what I’ve learnt from my term 2 and how it’s shown me how to deal with certain situation and how I can overcome tasks thrown at me 





