

Academic and Employability Skills
Reflective Review on Employability Skills
Module Code: BMSW 4001









Student name: Salah Mheidean 
Student ID: 2109425
Lecturer name: Buddhi Pathak





Contents
Introduction	2
Time management Skill	2
Do	3
Delete	3
Delay	3
Delegate	3
Note-Taking skill	4
Presentation skill	4
Digital Skill	5
Team working Skill	5
Conclusion	6
References:	6


[bookmark: _Toc89280139]Introduction 

In this report I will be talking about how time management is important to keep organised along with note taking. I will also talk about why having digital and presentation skills are important as it is what employers look for. Near the end, I will write about how team working is important and how they all will affect my future. Also, how I can apply the 4D’s into my working time.
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Having the skill to manage our time is one of the most crucial skills. There are many benefits of time management that can positively impact our lives. One example would be how we distribute and manage our tasks (Morgan, 2017). Every single person has the same amount of time. It just depends on how effectively you use your time. Some other people will waste their time, this will lead to them to confusion and stress. You can analyse that you have used your time effectively. You can defer your time, (putting less important things aside until you have finished the more important ones). Instead of deciding to go meet up with your friends do your assignment first. You should finish your assignment first, then meet up with your friends. It is vital for anyone to use the 4 D’s: Do, Delay, Delete, Delegate. I am the type of person who thinks time is one of the most important things in life. I value time a lot in my lifestyle and try my best to spilt it up throughout the day to get everything done. For example, for my family commitments, university, work etc. I believe that time management is especially important for schools as you need to split everything equally to finish all your work on time. 
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This would help you to do the smaller tasks your teacher has given you in your free time, then do the bigger tasks afterwards. (Farrell, 2016). Do just means if you have any free time get smaller tasks out of the way so you can finish them easily and quickly. The short answer is just do it. When I have small tasks like homework, I prefer to do them in my free time. Not only does it help me finish my homework more efficiently but it also makes me more productive.
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Delete is to take away any information that is not important information that could help me. For example, if I have too much unnecessary paperwork it will be hard 1for me to find the more important ones. So, to make it much more simple I will remove or discard any paperwork that I know I will not need anymore making it much more clear for me. (Collins, 2018).  I should not waste time going to through paperwork or emails that I know are spam and useless. This has also helped me with my personal life because now I can choose to go out at a later time after I have finished my assignments as they are more important at the time. (Santosh, 2019). 
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Delay is like delegate, but there is a difference. The difference is that you need to do the work on your own and not by other people. If you have something to do that is not as important you can come back to it but first, you need to finish the more important ones. (Deronjic, 2020). This has helped me to finish off in time as I have less time for homework than assignments, so I finish off my homework before my assignments. 
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Delegating is about letting other people help you with work that you cannot do because of other obligations. You could ask them to help you and let them take part as a team. If you were busy doing something else, for example family commitments then it is alright to delegate some of the work that you know you are unable to do in time to your teammates (Derojic, 2020). For example, if I am busy with work and know I am unable to finish my work on time then it will be alright for me to go and ask my team mates if I could delegate some of my work for them.
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Note-taking is the other very helpful skill if you want to remember things better. I have been able to write down notes in my planner and notebook that are relevant and that I know I will use late on in the future. Instead of wasting time to go look for information I may have forgotten on the internet I could go and check in my notes. Taking notes has also helped me to not forget my homework making notetaking very helpful. Not only has it helped me to stay more organised but also has helped me with managing my time effectively. By taking notes we stay more focused and engaged with our work. (Dronen, 2020). Many people decide to ignore this skill as they think it is useless or they can remember everything. Writing it down, helps you to remember it even better. Now, I know even more methods that make it more simple to find information faster and more efficient. Coloured pens, highlighters, tabs etc, all make it easier to find any information you are looking for and keeps your notes organised. There are also many techniques to use, for example mind maps. I could use this skill in my future job so I can be better at multi-tasking and by revising over my notes every day to be more productive. (Abdi, 2018). 
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Presentation skills are a very effective skills for many things, for example communication. This means it is valued in every point of life. This skill is crucial for our job development and is a required skill for leadership. (Sharma, 2019). To give a good presentation that will succeed you must memorise and pay attention to revise your speech, so you do not need to improvise on the spot. (Kim, 2020). In this module, we were able to work as a group to create a presentation as it was my first time, I was really nervous
 considering English is not my first language. It was very nerve-racking to present in front of my class for this time. However, along with that I did practice often to ensure that I was prepared. This made me feel more encouraged and confident to do it. Though at the same time, I was still taking feedback from my team mates to help me improve and no I am developing even more. Now, I can take and apply that advice and feedback to all my future presentations. This will teach me to try and not repeat any of those mistakes I have made for my first time. In addition to that, I will try my best to practice even more as I know it will help me to develop my ideas, speaking and presentation skills. Next time I will also write down a couple more notes to revise over so that there will be no need to improvise. I am very pleased that my teacher and classmates have given me some good advice that I can apply to my personal life and presentations to develop further and achieve more goals. During the module, I have recognised what my strengths and weaknesses are so I know what I should work on to improve more instead of working on things I will not use. 
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In the modern day, digital skill is extremely important as it provides us with the ability to communicate with a wide range of social media applications and websites. It gives us access to crucial information and lots of other workplace tools. Many studies say digital skills increase employability rates. The reason is that today in every workplace tools. Many businesses run many things online so people with digital skills can easily make and keep documents to send. For example, if I know how use emails, Word, PowerPoint etc I can easily save the work with a small chance of me losing it, unlike paper copies. (Barker, 2018). In addition to this, the business would become more successful as many more people prefer to shop online, study online etc. (Barker, 2018). Another big advantage would be easier communication online. Customers can leave feedback and as they are being read more improvements can be made, which may increase their profits. (Peng, 2017). In this course, digital skill has helped me to figure out how to use Microsoft Word for writing and how to make a PowerPoint to present to the rest of my class. In addition to that, I have learnt how to collect data by using Microsoft Forms and to display it by using Excel. Presentations encourage and helped my digital skills as I had to work from a distance by creating group chats, sending documents, sending emails etc. The feedback from all this encouraged me to collaborate and communicate more to further increase my digital skills. 
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Teamwork is an important skill that nowadays you need it in order to learn. It is highly valued by employers as it is the foundation for most workplaces. You will need to communicate, plan, listen, share etc to become a good team worker. (Duszynski, 2020). Teamworking is a great skill, and it makes you more productive. You have to give up your own ideas to share with your colleagues. (Leitch, 2020). Team working gives me chance to learn from other people and let’s me to share my knowledge that I already have. This gives me a huge advantage for my future career as I will already know the foundation to this, and I can adapt to it as I am learning. 
During my presentations with my group, as I was the team leader, we had all agreed that we would create a group on WhatsApp to communicate online about the presentation. This allowed us to share ideas and thoughts together making it more collaborative. We had a good group as we were making decisions efficiently and spilt the work between ourselves equally. Everyone prepared and played their part which made me like and more confident in team working. 
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The academic and employability skill has helped me to develop skills that many employers are looking for. These skills have made me more confident and now I am able to present in front of people without being so nervous. In addition, now I know the importance of notetaking and how time management is very crucial for our lifestyles. Also, I found out that employers look for good digital skills and how it can affect a business, workplace etc. The 4D’s have taught me about staying organised and priorities. You will have to use teamworking through out your whole life especially when working with others. 
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