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Feedback:

My lecturer Terkimbi Atonde gave me feedback about my first assignment. He said that I have done an excellent job writing the report and I made clear subheadings and sentences but there were few things that he had to point out.
One of the things was that I used bullet points and he advise me not to do it because I am meant to write in full sentences.








Introduction:

Employability skills is referred to as the skill required to secure and retain a job and recent usage of the term that is often used to describe the training or foundation skills upon which a person must develop job-specific skills. Employability skills are those essential skills necessary for acquiring, keeping and performing well on a job (Shafie and Nayan, 2010)
In this essay I am going to speak about approximately employability abilities and the way I expand myself the usage of them. How I used them withinside the past, now and withinside the future. How I used them at work, at home, at university and in my daily life.
The employability skills I choose are: 

· Time management skill 

· Note Taking 

· Presentation skill

· Planning and organisation

· Team working skill


The reason I am choosing these skills is because before I came to the university, I did not know anything about them and they helped me a lot to develop myself in the meantime.



















Time management:

1. What is time management?

Time management refers to the way I pick to spend my waking hours to maximise my productiveness and attain my goals.
With the proper time-control skills, lifestyles will become easier. I understand the distinction among operating tough and operating smart, and might frequently pick out the latter. I get extra matters performed in much less time, or maybe even as below time constraints. This is the name of the game of a hit people.


2. Why is time management important?

Time management increases my productivity and efficiency.
Think about everything that I come what may get completed while a closing date is nearing. Now consider how a terrific deal higher the incredible of my art work may be if I were not pushed to lessen corners with a looming closing date. If I suggest a while wisely, I will not be speeding thru it, but with smaller deadlines, I may despite the fact that revel in the motivation to make progress. This pressing motivation coupled with the allowance of a low-priced pace will help me create spectacular art work.

2.1. Stress relieves

Managing some time may want to have an instantaneous impact to my stress level. I will face fewer surprises, reduce my tight deadlines, and dispose of my not unusual place dashing from one mission to the next.











2.2. Improving my decision making

Having desirable time control abilities allows lessen strain and permits me to set apart sufficient time every night time to get a right quantity of sleep. Getting enough relaxation has a sturdy effect at the high-satisfactory of my selections and may affect nearly each location of my life, each private and professional. By having powerful time control abilities, I may chorus from making the terrible selections that I may make at some point of durations of strain, pressure, and fatigue.
During times of distress, the latest research shows that people are likely to make poor decisions which can exacerbate anxiety, lead to more bad decisions and snowball into a downward spiral.

2.3. Self-discipline improvement

Because I am good at dealing with my time, I am likely additionally very self-disciplined and have a tendency to live heading in the right direction together along with my time limits and dreams. Having this feel of strength of will blessings me in each vicinity of my life, out of my fitness on my relationships on my career. The greater you exercise time management, the higher my feel of strength will become, as a way to growth my fulfilment at reaching dreams in any vicinity of my life.

Example:
Before I started to learn more about time management, I did not think about how to spend my time at all, I was playing video games thinking that was a stress relief for me, it was not at all, I was just stressing even more because I was using the time playing video games when I was supposed to finish tasks that I had to do. Playing video games is not a dreadful thing, it was a bad thing for me because I was doing it in the wrong time.






Note taking:
 
Taking notes does not simply mean scribbling down or marking up the things that strike your fancy. It means preparing properly for text or lecture notes, starting with some sort of system and then gathering information quickly and efficiently before pulling things together. (Pauk and Owens, 2011)


     1. How did I benefit of note taking?

    1.1. I improved awareness and interest to detail. Developing note-taking abilities engaged me as a student, requiring me to awareness and boom my interest to detail, and as all of us know, the devil is withinside the detail.

    1.2. It keeps me involved. When I take notes, my frame will become energetic and worried and it let me keep away from emotions of distractions or drowsiness. Listening cautiously and finding out what to incorporate in notes continues my thoughts energetic and worried with what I hear.

    1.3. It improved my Listening Skills. When I take notes, I do a process of listening withinside the classroom. If I pass over something to write down, it is miles due to me had been now no longer listening carefully. When I am taking notes, my interest is closer to what the trainer or teacher is speaking and it improved my listening skill, this is very crucial to grow to be a brilliant student.

    1.4. It keeps me organised. When I am taking notes, it could additionally assist me to arrange my mind and thoughts so, now I no longer hesitate to feature my personal observations and reviews for my notes. It personalizes them to me and helps to memorize the ones reviews which are supplied during the lecture or class

Example:
Withinside the past I was taking notes as well, but in a wrong way. I was writing down everything that the lecturer was saying. Since I started to go to university and I learned what Note Taking skill is I started to write only the key points that could take me to a conclusion of what I was meant to remember. Or questions that I could search for later that day and read them a bit longer if I find it hard to understand. Note taking is not only about school, if you combine Time Management, Planning & Organisation and Note Taking, you could end up planning and organise your time by writing everything you need to remember that you will have to do.



                       





                   EXAMPLE OF TAKING NOTES:
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Planning and organisation:

1. What is planning and organisation skill?

1.1. Planning. Planning is the characteristic of control that includes putting targets and figuring out a route of motion for attaining the ones targets.

1.2. Organisation. Organisation is the feature of control that includes growing an organizational shape and allocating human sources to make certain the accomplishment of objectives.

1.3. Planning and Organisation. The cap potential to control self or others, and assets which include time and surrounding occasions to attain a particular goal. Accurately estimate effort and time required to finish a task

2. Why is planning and organisation skill it important?

2.1. Planning and establishing talents assist me to control time, equipment and sources to attain a goal. They assist me to figure out what I want to do to attain my aims. Planning is essential in any respect degrees withinside the workplace. I will want to devise my personal duties and time.

2.2. Failing to plan is planning to fail. When a company is hiring staff is most likely that they are looking for someone with planning and organisation skill.

3. How to plan and organise?

3.1 There is a technique called S.M.A.R.T
S.M.A.R.T stand for:

Specific - Be specific. Clearly know what your aim is. What do you need to achieve?
Measurable - How will you follow your progress? How will you understand you are on the right path to reaching your goal?
Achievable - Is this aim attainable? Do you have got the capabilities and equipment you need? If not, how will you benefit them?
Realistic - Is your aim too ambitious? Is your intention practical? Is it pie withinside the sky?
Timed - When do you need to obtain your goal by? When is the deadline?


Example:
I had some knowledge about Planning and Organisation skill before I have been taught by my lecturer. I am working as a team leader in a warehouse. As a team leader I have a team that I got to lead, when I have people that must finish tasks is unusual to just make everything at that time, if I am doing that then I am going to be over stressed, when I am working under stress, I am not taking the best decision in some cases. However, everything I am doing at my place of work is being planned the day before and that is one of the reasons my managers are considering me one of the effective team leaders.




Presentation skill:


1. What is a presentation and what are the essential presentation abilities?

1.1 Presentation abilities may be described as a hard and fast of capabilities that allow me to interact with the target market or to transmit the messages with clarity, have interaction the target market withinside the presentation, interpret and recognize the mindsets of the listeners.

1.2 Stress reduction. Presentation Skills are Important to Stress Reduction The monetary value of strain to corporations is huge. Work associated strain may be demoralizing to staff, control and executives. Effective presentation capabilities lessen miscommunication, that is likely the most important reason of labor associated strain.
 
1.3 Leadership. Winston Churchill changed into praised for his inspiring shows which helped England combat again in opposition to Nazi Germany. Leadership for your community, affiliation or organisation needs powerful presentation abilities. Every reason wishes a chief. Every chief wish with a purpose to rise and supply a clean and provoking message. The crew and fans will frequently choose the chief and the reason at the presentation abilities of that spokesperson. Often the great presenter leads.



Example:
This was the most helpful skill I have learned until now. I have been taught with things that if I would put them in the right order were helpful and so I did, I have been working on a project about 8-9 hours and I was ready to send it to the GM (general manager) when someone advised me to go there and present it, not to send it. I was thinking that this could be a clever idea but I would be scared to do it, I would shake my hands, my voice which is not so professional.
By practicing at university and learning different tips that helped me to boost my confidence, I was able to do it and my project has been implemented and now everybody can benefit of it. 








1. Team working skill

1.1 Team working skill is not just a simple skill, it is bunch of skills that if you gather them all together it will form Team Working skill, such as:
· Communication. The cappotential to talk in a clear, green manner is a crucial teamwork skill.
· Responsibility. Within the dynamic of teamwork, it is miles essential that the events concerned each apprehend the paintings they are answerable for and take the time to finish stated duties on
· Honest
· Listener
· Collaboration
· Awareness



Example:
Even if I am a team leader, I will always consider myself the member of the team with the most knowledge.
I have been a team member since I was 17 years old. While time was passing, I learned increasingly to be part of a team. Being part of the team requires me to listen, speak up, take orders, give orders. It will never be easy to be part of a team but you got to take the challenges. 




PDP: 


BECOME A FUNCTIONAL BEAST:

Defined: I will take my body to the next level and become healthier and stronger, more flexible and functional. The goal is to get my weight down to 85kg and lift 10kg more than I do now.

Why?

- To become stronger
- To become healthier
- To look better

Action steps:

Define functional workout types and frequency
Execute
Review after 3 months and adapt plan
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