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Introduction
The employability skills is the set of the achievements, personal characteristics and attributes that results in making the graduates more likely to have an employment opportunity and be successful in their selected occupations as well which does not only benefit themselves but it also benefits the workforce, the economy and the community as well (Pillay, Kelly & Tones, 2010). However, there is a common misconception with regards to the employability is that it is similar to being employed in an organisation and getting a job. Nevertheless, it is so much more than that, and it is more about the ongoing and continuous state of being able to exist in the market and the build success in the job market (Cottrell, 2015). The assignment aims to present the reflective essay on the employability skills based on the Gibbs Reflective Cycle.
Reflective Essay
Description
Throughout my university period, particularly by the end of the final year, I was employed at the financial institution since my major was finance during my bachelor's study. Nevertheless, the work experience at the financial institution I worked in had been wholesome as I now realised I did not only learn multiple professional skills, but I also ended up learning many personal skills as well. I can now see myself shaped in an entirely different person both professionally and personally. The work experience has helped me learn multiple employability skills that I am sure will help me in the future. In addition to this, I have also observed that the minimal habits like the time management habit, organising, and communication skills such skills I substantially lacked during my university period. However, this work experience has transformed me into a better person.
Feelings and Evaluation
I have further noticed with regards to my feelings is that I feel more confident and competent now because of the skills that I have learned has helped me shape in a better person. Following are the skills that I have learned during my employment period in the financial institution. 
Time Management
Time management is one of the skills that is most needed while working in an organisation, however, I used to be extremely unorganised and the irregular person. Management of time was the most difficult and the challenging task that I had ever come across. Nevertheless, gradually during my work experience and with the help of the short deadline tasks that I was given in my employment period. Such tasks has helped me learn more about the importance of the time management both in the professional as well as in the personal life. With the help of the time management skills I have been able to prioritise things effectively which also includes the planning of the workloads along with that arriving on time at the workplace and manage everything on time as well (Cathro, O’Kane & Gilbertson, 2017). Planning my time according to the work schedule has now become my strength, and I am not able to organise and prepare myself to meet the work deadlines on time. The learning of the time management skill, however, have been challenging, and I have failed multiple times during this process, but I can ensure that time management skill have been the most profitable to me.  
Communication Skills
Presentations have always been my weakest point, and I used to dread giving presentations and interviews during my university time period. However, I feel that working in a financial institution has been a good experience for me as it has helped me in developing and becoming more independent in order to improve my commination skills further. The communication skills have allowed me to learn better and explore the areas that had been alien and unknown to me. I have realised that interacting with my teammates, and my supervisors had given me the confidence to speak up and be vocal about the issues that I was facing during my employment period there (Hooker & Whistance, 2016). Along with that, it has also helped me learn a lot about my filed aswell, as I was unaware of the advanced financial terms. By comminuting with my supervisor, I had developed a close and friendly relationship with him, and it allowed me to explore many unexplored areas which helped me develop my interpersonal skills as well. 
Teamwork
Due to my poor communication skills, I always preferred working alone even in the group projects and the group presentations. Nevertheless, the employment period helped me get out of my comfort zone and interact with the people, which eventually resulted in the development of the communication as well as the teamwork skills. I have realised working with other is the vital skill as I did not only work them but also learned a lot by patiently listening to their thoughts as well as discussing the diverse perspectives and the ideas (Robert, Pomarico & Nolan, 2011). The anxiety that I used to feel while working in the group was gradually fading, and I was more confident and acceptance to the idea of working with the other employees. However, this has been a huge change in my own personality, and I further noticed that I had started making more friends out of work as well, which has helped me in my personal life a well. The joint work session, along with my communication skills allowed me to demonstrate my teamwork skills by successfully co-operating with the other employees during one of the share tasks (Archer, 2010). Therefore, this was one of the learning experience for me as it allowed me to step out of my comfort zone and interact with the people that belong to different backgrounds. 
Leadership Skills
With the help of my good organisational performance and the effective communication skills led me to the leadership position, for one task I was assigned as the leader of the team of almost five to six-member since I was responsible for my team I had to solve their problems as well. Since my team had people from the multiple background there were many problems that were needed to be solved and the important decisions that were required to be made (Jackson, Sibson & Riebe, 2013). The leadership skill that I developed in my employment period did not only let me deal with the current issues at work I realised I had developed many other skills as well such as the problem solving and the decision-making skills as well. 
Problem Solving Skills
Working in the team leads to the number of problems that cannot be ignored, similarly, I was exposed to the multiple problems too, which helped me explore my problem-solving skills. As mentioned above, during my leadership period, I was exposed to the multiple problems; however,, at one instance the main problem that came across me was the discrimination issue that I faced within my team. Due to the different ethnic and racial background, I realised that in my team, the ethnic minority was being discriminated and treated badly, which in result produced bad results and reduced productivity. Nevertheless, I confronted the employees, and the suggested them to take the training session where it was explained how employees from the different social and racial background could work together (Green, Hammer & Star, 2009). The results were slow, but I finally managed to get over the problem and solve the main issue.
Decision Making
I have always been an indecisive person, even deciding what to eat is the challenging task for me as having lots of options result in confusing me. Nevertheless, my work experience has helped me broaden my horizon and develop decision-making skills, as well. My indecisiveness has not been diminished, but it is now reduced drastically as in most cases I was solely responsible for making the big decisions, and I had to be careful while making decisions as my decisions had an impact on my overall team as well. However, gradually with the multiple tasks and the deadline I have gradually developed the decision making a skill in myself which I alter realised has helped me in my personal life as well (Green, Hammer & Star, 2009). Now I do not struggle with my minimal daily chores at home as well, I have always struggled with making decisions, but my work experience at the financial institution has been helpful in instilling this habit in me.  
Technological Skills
I have always been a tech-savvy during my university days since I used to study alone and work alone technology and the gadgets were my friends, I had developed the huge technological skills during my university period, and I remember how I used to help my friend and my university mates when they needed help in the technology. Nevertheless, the technology that was needed to be used during my work experience had been different from the technology that I had used in my university days (Harvey et al., 2012). Dealing with the software like SAPP and ERP had been new for me as I was not aware of the technicalities of such software nevertheless, I quickly learned about them as I have always been well with the technology. Therefore learning a new technology or the new software had always been an easy task for me. With time and with the help of my supervisor and the employees I have learned more about the technology, and I believe in the current era it is important to have a good command over the technology as in future everything is anticipated to be digitalised (Marques, 2010). Thus, in order to learn more about the technology I read multiple industry blogs, magazine and the websites to stay up to date and along with that I also learn from the different online tutorials as well.
Adaptability
The business environment is constantly changing, the things that were used to be performed manually are now done on the machines, therefore in order to survive in the business environment, one has to be adaptable in nature. Since the 21st century is the century of the new changes, if one cannot adapt to the current situation, then he/ she is more likely to fail (Arana et al., 2011). In my employment period, I, however, struggled with the adaptable skills due to my introvert nature but gradually I adapted the new environment, particularly when I became the leader of my team.
Conclusion
The reflective essay concludes that the work experience at the financial institution had been extensively beneficial for me and I can assure that the employability skills are not only helpful in the professional life, but it also helps in shaping the personal life of the person as well just like it did with me. I can notice the drastic change in my personal attributes as well and now I fell my overall personality has been made. I believe one has to show the passion of learning and every stage of life has the lessons to learn, just like my employment at the financial institution resulted in learning multiple employment skills. 
Action Plan
Since I have now completed my bachelors degree and now I have an experience of the financial institution as well I suppose I am required to prepare an action plan for my future now. I am planning to learn more skills and most importantly more technological software as I have an interest in technology and I believe I can perform better in this field therefore I will focus on learning more about finance related technology. In addition to this, I will also be focusing more on shaping my personality as well as I believe your personal life has a huge impact on your professional life. 
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Time allocated: 1 hour. Please return yau'r paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an

appendix together with you Task 1 (part of the Assignment for this module).

Student Name:

Ex.1
Choose of the jobs provided by the lecturer. Read the chosen job description carefully. Write a

cover letter as if you were going to apply for the job.

[Your Name] GosMIN

1 Any Street, Anytown

[Hiring manager’s name]@_w Mhs QO\(}\O. (2 \»Q@S
[Hiring manager’s company name] %Omgs lonnses MM* LTd

[Today’s Date] O%=-44A=201§
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| wish to apply for the role of Mm’a&oh 3
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