
Academic and Employability Skills 


Executive Summary
The report has shown the employability skills and their importance in the learner's growth aspects. The experience of the learner in making a group presentation by overcoming the challenges has been included in the reflective research.  Different skills used to make the team presentation are discussed in detail within the paperwork. Employability skills such as critical thinking and team working skills are included in the report. Gibbs's reflective cycle is included in the report to address the experience of the learner. A personal development plan helps the student to develop the skills required in their future in an organised and timely manner, which is also a major topic of discussion in the reflective report. 
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A reflective report helps the learner identify their strength and weaknesses and assess the areas of improvement in their skills development (Zahid and Khanam, 2019). The report will show the importance of reflection for the learner as well as it will show the use of a reflective cycle for the learner. PDP is another topic that will be used in the work for developing the skills of a learner.   

[bookmark: _Toc110732095]How did you show others that you were listening to their views and ideas? 
Listening skill is an important asset for the learner as it helps to understand all the key points, which are discussed in a team (Zeng and Goh, 2018). It can be stated that I have good listening skills as I can remember most of the key points that were discussed in the group. Displaying listening skills can be considered as one of the factors from which I can show I was listening to the views and ideas of the entire team. Ideas and views shared in the group may also need an equal amount of communication skills to address.   
[bookmark: _Toc110732096]How did you decide on which choices to make in preparation for creating your job ad? 
Employees of the company are the biggest asset as it makes the organisation perform in the competitive world of business (Drigas and Papoutsi, 2019). I can make the preparation by following the format of writing an official report for the job advertisement. Learning the techniques can be achieved by enhancing the time management skill of the learner. It can be argued that I can make the job advertisement by showing the background of the company and describing the exact job role to the team (uk.indeed.com, 2021). It will also help to gain potential candidates for a company in the near future. 
[bookmark: _Toc110732097]In what way did you contribute to the completion of the group presentation or task? 
I can use my communication skills to make the entire teamwork together, which will help to address an issue within the team faster and make the team effective. Time management skills can also be used to make the entire work process organised and time-based. I can make a plan to create an effective presentation and improve the performance of my team. It can be argued presentation skill will be the ultimate weapon in completing the group presentation effective, as it will be presented to the professionals.  
[bookmark: _Toc110732098]How did you make your ideas known to the group? 
An idea created by a particular member is required to be distributed to the entire group for enhancing performance. Communication skill is the key to success for the staff, as it will help them to make the idea conveyed to all the members (Abbasi et al., 2018). I can make a plan and portray my leadership skill to make the staff achieve the goals easily. Leadership skill is an essential factor for the learners as it provides a huge competitive advantage to the individual as well as the entire group. My team can perform better with the help of leadership skills to execute a plan create within the group.  
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Team working is one of the most effective employability skills that is expected in a group to perform in an effective manner. I can use my team working skills to make the learners achieve better performance and effective outcomes in the competitive world. Team working skill refers to communicating with each other and achieving a mutual goal by helping each other (uk.indeed.com, 2021). We decided which part will be assessed by whom by identifying our strengths to create a work that will show every member's contribution. Deciding the work according to the strengths can become beneficial and provide a competitive edge in the near future for the entire group.   
[bookmark: _Toc110732100]What did you do if you noticed someone was left out of a discussion?
All the members are equally important in a team to prepare presentable work therefore, all the members are expected to work together. I will try to motivate the individual who is willingly leaving the group discussion. One staff can make a huge difference when the work is assigned on a team basis. Communicating with the individual will be my first approach and then I can critically think of a way to help him/her solve the issue and re-join the team in the discussion 
[bookmark: _Toc110732101]What did you do if someone did not do the work they had promised to do? 
Work in a team is divided equally and each of the members is expected to meet the work goals to generate effective work. I can use my leadership skills to cover the work with the help of everyone, which is not done yet. Helping the staff to make the work by their team will motivate them and create an opportunity to improve. Motivation enhances the performance of the staff and it also helps to develop productivity (Paais and Pattiruhu, 2020). The leader of the group is expected to create motivation and with my leadership skill, I will try to make the work achieve the mutual goals of the team.  
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I created the plan and acted as a leader for the team, which helped to make the entire group work together and perform better. Communication skill and leadership skill was my key to successfully helping the entire team in creating a job advertisement. Improving the work of each member was one of my roles along with motivating them to make the work on time. I also took an active part in making the workflow smooth with the help of my communication skills. It can be argued that a better leader can make the team performance reach the expected goals. 
[bookmark: _Toc110732103]What part did you play in presenting your completed work? 
The introductory part was taken by me as it makes most of the members nervous and a head start to the presentation can provide a competitive advantage to our group. The leader of the team is expected to meet the goals of the entire group (Shaked, 2019). I have good leadership skills therefore; I took the step forward and tried to provide a head start to my group. Making the work according to the plan was also a part of my job role.    
[bookmark: _Toc110732104]How did you research relevant information when preparing for the task? 
Reliable sources of information are achieved from authentic articles, books and journals that helped to make the work more relevant (Martela, 2019). I have used my research skills to make the work according to the mutual goals of the group. It can be argued that creating the work with the help of reliable sources also helps to avoid plagiarism. I can improve the work by researching the relevant topics with the help of IT skills. It can be stated that I am a little weak in my IT skills but support from the group helped me to create the work easily. 
[bookmark: _Toc110732105]How did you feel when presenting your section in front of peers? Nervous. 
Preparing the presentation with the entire group was challenging as well as fun as it made the entire team perform several activities together. I felt a little nervous at first as my performance can make an impact on the entire team. Confidence of the learner can make an impact on the performance of the group in both positive and negative aspects. I was trying to provide a head start to the team but nervousness was a challenge to overcome in front of my peers.    
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Figure 1: Gibbs Reflective Cycle
(Source: Motivated by Sekarwinahyu et al., 2019)
Gibbs reflective cycle is a framework that helps the learner to make a reflective study based on their experience and identify the areas of improvement in the learner’s skill set (Sekarwinahyu et al., 2019). The model goes through six stages to make the reflection clear to the learner and assess their skill development needs. Six stages of the framework are as follows, 
Description: I have gained experience in presenting a business group project, which allowed me to learn different employability skills. The leadership skill of the learner helps to make the performance of the staff higher (Shaked, 2019). I have used my leadership skill to provide a competitive advantage to my team and presented an effective presentation.  
Feeling: Presenting in front of my peers made me nervous at the beginning but the support of my group helped to cope and present the work. As per the research, a head start to the presentation is expected from the member to create better performance for the team. 
Evaluation: After analysing the presentation in a reflective manner I can state that our teamwork was exceptionally well with no communication gap among us. On the other hand, managing the time was a bit challenging with lower time management skills within the group. 
Analysis: Team working skill is an essential employability skill for learners as it helps to manage the group in a timely order (Hande and Purohit, 2021). After analysing the situation, it can be argued that we need to work on our time management skills to develop a better presentation in the near future. 
Conclusion: In conclusion, I have analysed that we could have utilised our time to research further topics and make the presentation better. 
Action Plan: I can create a personal development plan to develop the skills that are required to be updated. The Learner can utilise the development plan that is based on the experience gained from presentation in a group. 
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	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?

	Team working skills 
	Team working skills can be achieved by working in a team and addressing the mutual goals 
	Working in a team will help the learner to make the company perform better and operations effective
	Smooth Teamwork to create a presentation 
	3months 

	Critical Thinking skill 
	Critical thinking skills can be addressed with the help of deep research on a particular topic
	Critical thinking will allow the learner an opportunity to grow as an individual in the business world
	Analysing the situation sound decision-making
	6 months

	Communication and Time management skills 
	Communication skills can be learned from books and time management skills can be earned by a timely challenge in a work 
	Communication and team management skills can make the learner achieve their goals in the future aspects
	Managing the time-based requirements of the work and smooth workflow to assess it 
	4months 


Table 1: Personal Development Plan
(Source: Created by the learner)
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The report concludes with the importance of the reflective attributes of the learner and its effect on employability prospects. Identifying the areas of improvement and assessing them to gain a competitive advantage is also a major part of the report.
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