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[bookmark: _Toc99308163]Introduction
The objective of this report is to perceive employability skills. Employability skills can be defined as the soft skills possessed by an individual for performing the duties, ameliorating the work performance, and reducing errors. These soft skills include leadership, critical reasoning, professionalism, work within a team, and so on. It is significant to have such employability skills as it helps to improve the relationship with the coworkers, increase the problem-solving capability, and progress the career opportunity (Nisha & Rajasekaran, 2018). In this report, some employability skills will be discussed along with using Gibb’s reflective model to gain a deep insight regarding these skills.














[bookmark: _Toc99308164]Employability skills
By accomplishing the activities I have gained some knowledge about different employability skills which will assist me to flourish in my career. Moreover, I have found the area over which I have a scope for improvement and practice those skills more for the betterment of my career path. Following are some skills that I have gained through completing the activities.
[bookmark: _Toc99308165]Critical thinking skills
 Critical thinking skill refers to thinking logically by eliminating emotion from the mind of an individual and subjectively giving opinions to make a realistic decision. The presence of this skill in an employee gives an advantage to the company by solving complex problems and bringing new ideas (El Soufi & See, 2019). The critical thinking skill enables an employee to become independent in terms of analysing a situation, evaluating problems, bringing new ideas, and connecting ideas to solve critical issues within the business. 
During the completion of our teamwork regarding the formulation of job advertisements, the need for critical reasoning is perceived as it helped to solve complex problems. While preparing the job advertisement in our team I have faced different problems and issues for which critical thinking was necessary to overcome those issues, for example, how the job advertisement will be designed, how the ideas of different team members will be collaborated to reach into the final decision, and how the job advertisement will be formed to make it more lucrative and professional (Birgili, 2015). By accomplishing the task, my critical reasoning has developed and this can be explained by using Gibb’s reflective model. In every mentioned situation I had to understand the problem or the condition, for example, the decision regarding how the job advertisement will be designed. After that, I have understood that this decision needs to be taken along with the team members to make it a collaborative decision and a successful task. This decision was good as different ideas came from the mind of different group members and from this situation I have realised that working collaboratively by remaining within a team can bring a great outcome of the work (Asonitou, 2015). Alternatively, this task can be accomplished with the help of some specially skilled team members in the area of designing and thus this problem could be solved easily. 



[bookmark: _Toc99308166]Time management skill
This is one of the crucial skills for an employee as it helps an employee to flourish in his/her career by being more efficient. Managing time properly gives a person ample opportunity to accomplish goals within time and it helps to remain organised (Pluta & Wójcik, 2015). To manage time properly an employee does planning and structure his/her work accordingly, prioritizes the to-do list wisely, performs similar works at the same time, and avoids doing multitasking to retain the quality of the work. Thus, the roles and responsibilities can be performed within a specific time and hence improve the job performance. Having a strong sense of managing time while working is also significant to be promoted in the workplace and progress in the career as the overall capability of the person increases by practicing doing tasks timely.
There was a stipulated time within which our tasks need to be completed and to accomplish the task within this period I have contributed working as a team by communicating with every member and by developing a participatory decision-making environment. Although participative decision-making requires some time to reach the final decision, it helps in increasing the bonding among the team members. Moreover, in designing the job advertisement everyone has given unique ideas and helped the members in developing the advertisement creatively and attractively to make it more professional. All these things required much time which was challenging to accomplish within a certain period. Besides this, I took the lead in leading the team toward achieving our goals and this helped me to learn how to lead a team toward achieving the goal within a specific time. 
In terms of Gibb’s reflective model, the accomplished activities can be viewed in light of certain stages where the first one is the description. I have perceived the situation that our team has to complete some activities within a time and this was challenging for the team. After finishing our tasks I have understood that this task was beneficial for us and helped us to develop a sense of managing time and completing tasks under pressure. However, improvement is possible which I can develop by using the 4D time management tool, and these 4D stands for Do, Defer, Delegate, and Delete (Jupp, 2017). In the future, I can use this tool to achieve my goal within time by using this, for example, if it is important then I will do the work. If the work is not so urgent then I can delay it and do other important work. However, if it can be accomplished by others then I will delegate this and if the task is not relevant to my goal then I will drop this. In this way, I will be able to manage time more efficiently.

[bookmark: _Toc99308167]Written communication skills
 Written communication means the transfer of information from one person to another or from one organisation to another organisation through written form. In the case of business, it is required to maintain professionalism and a formal way of communication while writing. The means of written communication can be of various types including business letters and e-mail (Harris, 2016). The written communication skill infers that the author needs to express the feeling clearly and precisely, the language should be understandable to the receiver of the information, and should not be unnecessarily lengthy.
For developing the job advertisement I had to make a choice where I needed to ensure the participation and consent of all the team members. For deciding which option I need to choose I have created a participative decision-making environment where all the members gave their opinions and I did this in a written form to make it more formal. Written communication can be of different forms but I choose to communicate via e-mail. Based on the responses of different members I have counted for which option the members put the highest vote and thus took the decision. By following this approach I decided which option to select to design for the preparation of a job advertisement. Thus, accomplishing this activity helped me to gain knowledge and skills in written communication. 
Moreover, by finishing activity two which was about the job advertisement evaluation form I have gained knowledge that how to collect feedback from the team members to improve the performance of the work in the future. I have learned that such evaluation and feedback form needs to be precise and developed purposefully by eliminating irrelevant information. Due to the evaluation, it has been identified that the team needs to develop the skill of organisation of job advertisement but without this evaluation, it will be unnoticed. Hence, it can be said that the evaluation form helps to recognise impoverished areas and indicates to work more to develop the skill in such area.
In light of Gibb’s reflective model, it can be stated that from the evaluation form it is identified the team lacks organisation of job advertisement. This problem can lead to obtaining a poor impression during the presentation (Adeani, Febriani & Syafryadin, 2020). This perspective of the evaluation was not good but in terms of speaking to peer members, collaboration among team members, maintenance of professionalism was good. After analysing the situation it can be concluded that necessary measures need to take to improve in the organisation of job advertisement, for example, the member who is expert in this area can perform this or attending a training session regarding this can improve this working area. So, by accomplishing the feedback evaluation form activity I have gained knowledge regarding written communication skills and also perceived that by receiving training or delegating the task to expert members the overall performance could be improved.
[bookmark: _Toc99308168]Researching skill
 Researching skills of an individual employee help the company to flourish more as by utilising this skill the employee can develop new product or services as per the customer demand. This skill is defined as collecting information,  assessing the collected information, and interpreting the outcome of the analysis to find the solution to a problem (Guerin, Bartholomew, & Nygaard, 2015). The research skill of an individual includes problem-solving capability, expertise in searching information, attention to detail, and communicating the research outcome to the relevant parties.
In our teamwork, group discussion occurred continuously, and in this discussion, different problems or issues were created among the members for which research was needed to collect information and answer the confusing questions or solve problems. For developing the job advertisement research was needed to generate a professional job advertisement. Moreover, while accomplishing different activities research was also needed to answer the questions properly. During the group discussion, I gave my opinion where it was necessary and also took part in giving different ideas to solve different problems. My ideas in the group meeting were generated from the research as it helps to broaden the knowledge level and helps to bring new ideas. However, after conducting the job evaluation form it has been identified that the team performed poorly in organising the job advertisement and thus it is necessary to improve the research skill to perform better.
This skill can be improved by utilising a tool named CRAAP test and the acronym stands for Currency, Relevance, Authority, Accuracy, and Purpose (Folk Apostel, 2013). Following and practicing the research by using this tool can help me to a great extent for my personal development as this tool concentrates on the relevance of information with the purpose of the research, checking the source of information, and validity of the information. As per Gibb’s reflective cycle’s description phase, it has been found that the approach of research regarding the job advertisement design was not so correct, and thus in the evaluation form, this segment scored lower. So, to improve the overall team performance this area needs to be improved. I along with my team members need to use the CRAAP test while researching which will help to develop personally and thus develop the overall team performance.
[bookmark: _Toc99308169]Conclusion
After accomplishing this report an overall idea is gained about how the activities I have completed have helped me to improve my skills and abilities. I have learned about different employability skills that are crucial in my career as well as in this student life. Moreover, a deep insight has been gained about how the shortcomings or lack of skills can be reduced and become competitive for the future. The completion of the first activity has helped me to think deeply about how the groupwork has assisted me in gaining experience of working within a team, handling different issues, attaining goals within time and thus the time management skill, communication skills, critical thinking skills, and researching skill has developed. Moreover, the completion of the report and the evaluation form helped me to have a quick look at areas where I need development. It has been found that there is some lack of skills which I can recover by using different tools. Along with this, the use of Gibb’s reflective model helped me to observe all the situations to bring out a better solution and implement those actions for the betterment of the work performed.
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Presentation of Job Ad. Evaluation Form
Group number - 1


	For each skill listed, award the group 
1 – 5 points 
	Skill/Score
	1
	2
	3
	4
	5

	
	Organisation of job advertisement

	
	
	
	x
	

	
	Working as a team

	
	
	
	
	x

	
	Public speaking

	
	
	
	
	x

	
	Professionalism

	
	
	
	
	x

	Total score = 19





	Strongest skill
	


	Skill which requires development
	









Group number - 2



	For each skill listed, award the group 
1 – 5 points 
	Skill/Score
	1
	2
	3
	4
	5

	
	Organisation of job advertisement

	
	
	x
	
	

	
	Working as a team

	
	
	
	x
	

	
	Public speaking

	
	
	
	x
	

	
	Professionalism

	
	
	
	x
	

	Total score = 15




	Strongest skill
	


	Skill which requires development
	











Group number - 3



	For each skill listed, award the group 
1 – 5 points 
	Skill/Score
	1
	2
	3
	4
	5

	
	Organisation of job advertisement

	
	
	
	x
	

	
	Working as a team

	
	
	
	
	x

	
	Public speaking

	
	
	
	
	x

	
	Professionalism

	
	
	
	
	x

	Total score = 19



	Strongest skill
	


	Skill which requires development
	












Group number - 4



	For each skill listed, award the group 
1 – 5 points 
	Skill/Score
	1
	2
	3
	4
	5

	
	Organisation of job advertisement

	
	
	
	x
	

	
	Working as a team

	
	
	
	
	x

	
	Public speaking

	
	
	
	
	x

	
	Professionalism

	
	
	
	
	x

	Total score = 19



	Strongest skill
	


	Skill which requires development
	












Group number - 5



	For each skill listed, award the group 
1 – 5 points 
	Skill/Score
	1
	2
	3
	4
	5

	
	Organisation of job advertisement

	
	
	
	
	x

	
	Working as a team

	
	
	
	
	x

	
	Public speaking

	
	
	
	
	x

	
	Professionalism

	
	
	
	
	x

	Total score = 20



	Strongest skill
	


	Skill which requires development
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Gibbs Reflective Cycle. 

Use the cycle to reflective on my experience of the group task in week 7&8.  


	Description
(What happened?)
	We decided on the job according to everyone's experience about the chosen job.
We chose Factory Manager as our job because everyone in the group works in factories, and we have some knowledge of a manager's duties.



	Feelings
(What were you thinking and feeling at the time?)
	When I chose the job, I thought about exactly what I want to become in the future. At that job that makes me feel fulfilled.


	Evaluation
(What was good and bad about the experience?) 
	The good part of this experience was that we organized ourselves as a group very well, everyone knew what to do, and more importantly, we were all satisfied with what we achieved at the end of the presentation.
The bad part I think was that I didn't go into more depth on the duties of a manager. I didn't bring more information about the job, we weren't clear enough.




	Analysis
(What sense can you make out of the situation?) 
	Each student in the group had a total involvement, we always tried to come up with the best ideas and useful information to complete the presentation.
We often had common opinions, we had the same sources of information, we worked as a real team.


	Conclusion
(What else could you have done? Or what could you have improved?) 
	In conclusion, I am satisfied with the chosen job, with the presentation made and with my contribution but also with the way I worked as a team.
I want to work as a manager in the future and learn as many good things about this position as possible. I want to become a good manager for my colleagues.




	Action Plan
(If you did another presentation, what would you do differently? What skills do you need to develop?) 
	I will try to be clearer in the details
I will give as much information and as clear as possible
I will try to find many more sources to carry out different projects.
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Personal Development Plan

	Personal Target
	How will I achieve this?
	How will this improve my academic or employability prospects?
	How will I know that I have achieved this?
	When will I achieve this by?

	1. Became a team supervisior
	Leadership skills
Communication skills
	Leadership skills
	Online training course
Company leadership skills
	6 months

	2.Became a team manager
	Project management skills
Management skill
	Project management 
Presentantion skills
	Ask line manager what higher level responsibilities I can take at work
	12 months

	3.Became a area manager
	Networking skills
Self-management skills
Decision making skills
	Strategic thinking skills
Self-management skills
	Strategic thinking course
Volunteer to go on networking sessions with line manager
	24 months
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