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Abstract



The purpose of this reflective report is to let readers know how much I have learned and gained. I will be using the Gibbs reflective cycle in order to assist with this report.
Employability can be defined as the skills, knowledge and attitudes that help people to get a job and to move between jobs. The ‘knowledge’ aspect and job-specific skills may seem the most concrete and receive the most attention – for example in terms of what qualifications are required for a particular job. However, while it is important for applicants to meet any specific qualification requirements for a vacancy (for example subject, level of study or grades) this isn’t all that’s needed.






















Table of Content

1 Reflective Report…………………………………………………………………………………………………….……………..…….4
2 working well with others………………………………………………………………………………………………………………5
3 Organisation and planning ……………………………………………………………………………………………………………6
· Being reliable and dependable
· A willingness to learn
4 Reliability……………………………………………………………………………………………………………………………..……… 7
5 Conclusion………………………………………………………………………………………………………………..…………………. 8
6 References………………………………………………………………………………………………………………..…………………. 9
7 Appendices.……………………………………………………………………………………………………………..…………………..10
 
















Reflective Report
For many people today, a career for life that is no longer an option, most people will hold jobs with a variety of employers and move across different employment sectors through their working life. We therefore all need to be flexible in our working patterns and be prepared to change jobs, businesses, or sectors if we believe there are better opportunities elsewhere when we begin to work and look for work or starting our own businesses. 
You will find that I have incorporated the Gibbs reflective cycle in this work.
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The bad thing about this experience was that Ive been so afraid at first what to write as I saw other students seems to be moving ahead while I was or to say seems to be the one who couldn’t identify where I was going to go with this, in the area of being competent enough to carry out the task, as I seem to be shy and an introvert, based on not wanting to speak to others as I did’t knew what the outcome would be like. I was a bit devastated at times, and this was because I was working inline and not face to face with the tutor. That’s why communication is very important because it’ll let you not think or over think that you cant do also to accuse others who are basically finding them self too, and they too are in need of the same support like myself, in order for me not to be always looking on a person assuming that thy know a thing more than I do, I had was to join few local groups in order to conquer that fear and started on the “getting to know you better” policy in my head.

· Communicating on social media
· Joining a local club
· Practicing awareness of my facial expressions and body language. 

Working Well with Other People 
Good interpersonal skills allow you to participate effectively as a member of a team, satisfy customers, and clients expectations, negotiate, make decisions, and solve problems with other people, and generally work effectively with other employees. Interpersonal skills allow us to empathise and build rapport with colleagues and clients, leading to a better and less stressful working environment.  
While doing this report I had was to work in a team which was very good as that is how an individual will learn more about his or herself and improve on their behaviour when dealing with customers or clients. I can say that working in a team can be challenging but it also teaches an individual how to adopt and grow with good skills, being keen, sensitive, helpful, and focus on the goal of the organization/company/ group which makes a good team player, like what has happened to me in class, employers want to hire someone who is dependable, hard-working, and who gets along well with colleagues.  
While doing task 1 work I was not too sure what to do as my confidence level was very low but now with 8 weeks of training and learning on the course somethings have change within and I’m feeling confident and enjoying the course more. Employability skills is a subject with many areas of growth attached to it with such a wide platform where there’s always employment in this arena. My skills are now surfacing and that’s because of this course to which I am on, and all that was needed is for the right persons to help me locate the seed of the can-do attitude in me and I could not have done it without the tutors setting all these assignments, group work, I would not feel so proud of myself. 















 Organisation and planning 
Organising, planning effectively is very important to an individual is takes their job or profession seriously, it helps me to keep ahead of my schedules which I have planned from day to day in an alphabetical order, and this act is important to employers as the organisation, company, will be saving time and money and this is good for the employer as the company will be able to save time and money, improving workflow; with this type of mechanism in place, projects, assignments, will be completed ensuring that confusion will be a thing of the pass as it can be costly to the company. To be an organizer and planner, I should be able to identify tasks, prioritize them, create schedules for them to complete on time. If I’m in a leadership position, I need to develop systematic processes for achieving goals and delegating tasks appropriately. 
I can develop organizational and planning skills by:
· Developing a timetable for your daily activities
· Organizing an event
· Writing down your tasks and activities in a planner 


















Being Reliable and Dependable 
A trustworthy individual is one who can be very dependable and always honour their word, they are also committed in being very reliable, if the person or individual say they are going to do a thing they will do it; while a dependable individual builds trust to the person to whom he/she have connected with spiritually, and having a close bond to by holding themselves accountable, even when leading a team they’ll hold the team members accountable as well, and they are very responsive and are there when you call, anticipating the needs of others being flexible, while I was doing my report, what I say I will do means being organised and managing my time effectively, I need to know how long things will take, and that I have the time to do them to the required standard, to which I thought I never could have, so all thanks to my development on this course.
A Willingness to Learn 
I am always showing the attitude of learning new things, I came on the course because it’s something I am interested in and have many areas that a student can be articulative, focus, self-driven, keen, self-awareness, good time management, and with all these skills that have been learned, seem to be intaking quite positively as I am not that person which I used to be when I first started the course. Willingness to learn means being open to new ideas, experiences, and always looking to improve one skill, which sometimes is referred to as personal development, of goal setting, action, and reflection. Whether I choose to make my learning process formal or informal, there is no question that the modern world requires all of us to continually update and revise our skills. Change is constant in most workplace, and the most valuable employees are those who embrace personal change and recognize it offers more opportunities than threats. Employers generally want people who are resilient, adaptable, flexible, that is what I am aiming to become, open mind, a willingness to embrace new ideas.  




Reliability
Since I have started this employability skills report on task 1, to which I am on the second task 2, the tutor has been showing us examples and helping us to understand that there are many skills out there that are employable, but one need to understand to recognise it and what they are for and to be used in on the working place. The term reliability makes me more employable because it promotes trust between myself and the employer, I am a reliable employee if I can consistently complete my tasks on time, deliver quality work and make minimal mistakes. I must also be able to respond to inquiries and emails promptly and only make promises I can keep.
Three examples in which a person can become more reliable:
· Consistently meeting or exceeding your expected levels of work performance
· Creating schedules for your daily tasks and maintaining them
· Acknowledging your mistakes and making a conscious effort to avoid them in the future



Conclusion 

In this conclusion and incorporating this work with Gibbs reflective process, I intend to create an action plan to help with my future development. This however help me to take more action in regarding to my life and making sure that I keep on top of things concerning the way I conduct myself, my wellbeing, being focus, a good listener, and always making sure that life can be exciting relating to what I have gained on the course to be a better person; also I’m writing about the wide range of employability skills have on employment and the growth aspiration it gives working in this arena; the possibility of what it offers is life changing because the driving knowledge, uniqueness, style and being patternable in the different skills. Employability is what identifies a variety of competence skills included under the banner of the 21st century skills, and while synthesis studies such as Scott (2015), Voogt and Roblin (2010, 2012) and Chalkiadaki (2018) highlight the similarities, their reviews demonstrate the extent to which a broad range of different attributes, , competencies and skills have been considered in defining both ‘21st Century Skills’ and the range of parallel terminologies with which they are associated. Approaches to the delivery of Employability Skills are currently impacted by these ongoing discussions over the definition and understanding of 21st Century Skills (Care et al., 2016). On this basis, while there is a broad range of documented interventions for 21st Century Skills training from around the world, many commentators conclude that there is currently little or no substantial evidence available on the most effective tools and approaches to deliver those skills.
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Blackstone, W. and Christian, E., 2010. Commentaries on the laws of England. [Charleston, South Carolina]: Forgotten Books.
Blackstone, W. and Christian, E., 2010. Commentaries on the laws of England. [Charleston, South Carolina]: Forgotten Books.
Bruyndonckx, D., 2012. Mastering Adobe Captivate 6. Birmingham: Packt Publishing.
Igel, C. and Abel, T., 2005. Handbuch eLearning. Schorndorf: Hofmann.
Jing, X., Pan, H. and McNaught, C., 2010. ELearning and digital publishing. Dordrecht: Springer.
McKendree, J., 2006. Elearning. Edinburgh: ASME.
Robertson, J. and Fitzgerald, B., 2013. Drupal for education and e-learning. Birmingham: Packt Pub.
Schulmeister, R., n.d. ELearning: Einsichten und Aussichten.
The Economic Times. 2021. What is E-learning? Definition of E-learning, E-learning Meaning - The Economic Times. [online] Available at: <https://economictimes.indiatimes.com/definition/e-learning> [Accessed 22 November 2021].












Appendices

The soft skills behind employment success
The impact of digital transformation and automation means it is more important than ever that individuals are equipped with the transferable skills they need to adapt and meet the changing demands of a quickly evolving workplace.
As a result, soft skills are now among the first qualities employers look for, and key in supporting long term career success. In fact, 89% of employers state that when a new hire does not work out, it is because that individual lacked critical soft skills.
Poor presentation skills are among the top of the list of challenges facing all leaders today, no matter what their role in an organization or what type of organization they lead or are a leading leader in the culture.
 Many leaders want to avoid making presentations whenever possible and would avoid presenting even if it might make them look bad to appear to be less of a leader.
 Yet, presentation skills are at the top of another list - the list of critical skills needed by every leader. We present, to convince or to persuade, which, in many cases, is essential to our work - but we avoid developing this most basic skill to learn.
The pace of innovation and growing competition for jobs within the difficult labour market means employers are setting an increasingly higher bar when it comes to recruiting.
As a result, it is more important than ever that you can equip individuals with the essential employability skills they need to stand out from the crowd, get in, and get on in the workplace
Developed alongside employers, we offer a range of high-quality      qualifications which meet the transferable meta skills needs employers are looking for and enable you to set learners up for success.
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