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INTRODUCTION

I would like to call employability skills also skills for success or skills for the future. But why are such skills
important or necessary?

When choosing a university, we decide about our future and our career. Therefore, it’s important to focus 
on our strengths and work on our weaknesses. After graduation, it is important to stand out as there are millions of others who are applying for a job we are interested in. How can we stand out? What can make 
a difference? We can achieve it by hard work on our employability skills. In this report, I will be focusing
on employability skills close to me and my experience (Cotrell, Stella; 2015).

I will be using Gibb’s reflective cycle.
 Source: Author







TIME MANAGEMENT

Time management is one of the most important skills to have in employment. Why is this so important and what are the basics of good time management? As the workload these days increases and the workforce decreases, we must be able to set achievable and effective goals to be successful in our own or someone else’s business and without unnecessary stress.

The best way to manage time is to:
· set a goal 
· develop a plan
· measure the outcome 

When setting a goal, taking time to plan, and setting priorities rather than going into a project without thinking saves our time.

 It’s important to make our goal achievable and realistic, creating space for any contingency rather than setting an unrealistic goal leading to disappointment and the creation of a ‘bad and unreliable name’ for business. 

When developing a plan, we need to focus on below:
· tasks to be divided between what could be done, what must be done, and what not need to be done
· begin with a plan for available time and then complete it within that time
· set deadlines
· the most difficult tasks to be planned when energy levels are high
· easier tasks to be planned when energy levels are lower
· know your team and when giving tasks, select the right task for the right person
· when communicating and discussing options, ensure you only discuss what is necessary 
· spend time and accurately measure how long is taking a certain activity, this is highly important to develop a realistic and achievable plan
· be open with assigning routine work to someone else who can handle it moving the focus on difficult tasks
· use daily planners, or useful applications, such as Outlook or Microsoft Teams to be able to complete your plan as you will need to communicate with others some details prior to finalising your plan
(Thomack, B.; 2012)



How can you measure the outcome?
When measuring outcomes, I will use my own experience inspired by Gibb’s reflective cycle. 
I have been working on several new Warehouse System Rollouts and this kind of project is a good example for me to share my experience.

We started each project with a carefully prepared plan dividing it into three main sections:
· UAT(testing) of the new system
· training of management and operatives on the new system
· GO LIVE and support

Please see below an example of the UAT (testing plan) for Goods In department.
	
	 Id
	 Name
	 Status
	 Version
	User
	Checked
	Issue Details

	Goods In
	TC-22660
	01-01 First Stage Receipt 
	New
	2.0
	J.P.
	Y
	 

	
	TC-22629
	01-02 Goods Receipt 
	New
	1.0
	J.P.
	Y
	Show Movements ( Put Away) not showing as (W)

	
	TC-22661
	01-03 Under & Overs
	New
	1.0
	J.P.
	Y
	 

	
	TC-22662
	01-04 Under received Order Line
	New
	1.0
	J.P.
	Y
	 

	
	TC-22663
	01-05 Under Received Quantity
	New
	1.0
	J.P.
	Y
	 

	
	TC-22664
	01-06 Over received Quantity
	New
	1.0
	J.P.
	Y
	 



Source: Author

In most projects, you will come across an issue. Each issue needs to be logged. This needs to be assigned to a particular department (for example IT). Using Gibb’s cycle in this example:


Source: Author

Once the issues during UAT (testing) have been logged, we can move towards the next phase called training of the management and operatives. When creating such a plan, communication is key. Questions such as a list of operatives, how many operatives can be released per session, and what is the best time for them to be released are essential. 

Ensure you ask the managers what skill each operative requires to be trained on. Once all these questions are answered, you can populate a training plan. This plan needs to involve the day and time of each session, the name of the training session, and the names of the operatives. Do not forget to include contingency day in case some of the training did not go as planned. The time and place of the training session must be agreed upon and the plan to be populated so everyone is informed. 

Once the training is completed, we can apply Gibb’s cycle and reflect on our experience, for example, operatives did not attend the training session- they need to be added to the contingency plan, but why they did not attend their session? – it is good that we have extra sessions, however, what would happen if too many people have missed training sessions? – analysis lead us to them being off sick, on holidays, or not aware of the training- we have planned them for an extra session- we applied an action plan ( asking managers if someone is long term sick, on holidays prior to the creation of the plan and sending e-mail reminding the future sessions at the end of each day).

In the last phase GO LIVE, the plan is not always predictable as we are unsure, how many issues we will deal with on daily basis, however, this plan consists of the names and shift schedule for those supporting the GO LIVE. When creating such a plan, we need to ensure that, there is always someone available for support.
At the end of the project, we can reflect on all aspects and issues we dealt with and how can we make it better for the future.

I hope my experience will be useful for someone who needs to improve their time management skill.

RECOMMENDATIONS

· Always have a contingency plan
· Before setting time for the task to be completed, spend time to ensure the time set is as accurate as possible
· Communicate with those involved in the plan and listen to those with experience who can give you advice when planning in the area you have a lack the knowledge
· Ensure you have a suitable person for each element of the project
· Ensure everyone is aware of any changes
· Be realistic when setting deadlines
· When coming across any issue, log the issue
· Do not try to blame someone if there is a problem, but learn from it and think how you could make it better next time










PRESENTATION SKILLS

Presentation skills are important as they might be assessed as part of a degree when studying, but more importantly, it is an employability skill. Presentation skills are beneficial when preparing for a job interview.
A short presentation may be required from the employer, but also in certain jobs, it is a daily routine (for example when holding a conference, meeting, teaching, or training).

We will be discussing tips on how to become a good presenter, but also how to create a good presentation on Microsoft PowerPoint. I will then share my experience with presenting.

Here are a few useful tips on how to build your presentation skills:
· your audience needs to be engaged, prepare a few questions to ask after presenting a particular topic 
· keep eye contact
· make sure your audience can see you and hear you, but change your pitch to suit the audience
· briefly inform about the content of the presentation at the start
· do not rush through the presentation and pause it if needed
· your body language- maintain good posture, do not put your hands across or in your pockets, do not walk in front of your Microsoft PowerPoint presentation as you might be blocking a view, and remember your gestures can keep the audience entertained
· set the venue prior to presentation and adapt it to suit different audience
· you will be usually given time, and therefore, ensure you do not exceed it (practice before)
· do not speak in monotone to keep your audience interested
(Harrison, J.; Simpson, M.; Harrison, O.; Marin, E.; 2012) 

Here are 5 principles on how to create a good presentation using Microsoft PowerPoint:
· make it clear structure (one message per slide), use notes and handouts
· working memory (use pictures, videos, graphs in your presentation)
· size (use a bigger font for important message)
· contrast (apply dark background and light text)
· 6 objects per slide is a maximum
(TEDx Talks, 2014)




I have applied Gibb’s cycle in my experience with presenting. I work as an Operational Trainer, and I am inducting new staff. I have worked in this department for 4 years and presentations are in my weekly schedule.

This is how I have reflected on my presentations:




Source: Author

RECOMMENDATIONS

· from my own experience reading slides without interaction with your audience is a most common mistake when doing presentations
· avoid unnecessary information, make your presentation clear to the audience keeping notes for yourself 
· keep eye contact with the audience as this way you can notice if people in the room are interested or if they need a break
· Use videos, graphs, examples to make it memorable
DIGITAL SKILLS

According to Laar, E., Deursen, A., Dijk, J., Haan, J. (p.577, 2017) “Innovation starts with people, making the human capital within the workforce decisive. In a fast-changing knowledge economy, 21st-century digital skills drive organizations' competitiveness and innovation capacity.”

Digital skills are therefore one of the most important employability skills. We use technologies and innovations on daily basis in and out of work. Technology and digital skills make our life easier, but also being advanced means having better chances to be successful at job interviews and be effective in your career.

It is commonly known that older employees have difficulties finding a new job as they are often not advanced or qualified enough in the digital aspect. (Brooke, L. and Taylor, P., 2005).

To develop our career, it is important to develop our digital skills. We work surrounded by technologies, tools, software which are continuously improving and so we must keep up to date to progress in our careers. (Bokek-Cohen, Y., 2017).

Different digital skills are required in different industries. I have created a chart of digital skills required in my job role. Please see below.





These are basic digital skills required in many other job roles.

My example of digital skills method in Gibb’s cycle:

Continuous development is necessary

Source: Author

RECOMMENDATIONS

· be involved in any training and continuously develop your digital skills
· consider a subscription to any technology magazine or other resources to keep informed and to know what is trending as first to share all the news with others
· consider completing further courses for future development
· when learning a new skill, consider the right option ( videos , books, diagrams, lecturer) depending on your learning style






CONCLUSION

We have covered three employability skills in this report. Time management, digital skills, and presentation skills. We must take a positive attitude when learning anything new, even if it is challenging. There is no limit on your training. The more you learn, the easier will things work for you. 

Remember if you apply time management skills well, such as setting a goal, developing a plan, and measuring the outcome, it will help you with other employability skills, such as digital skills (for example good time management will allow you to plan your development effectively) or in terms of presentation skills ( for example measuring the time spent by presenting will help you to do your job on time and without stress).

Sometimes we struggle, because of different reasons. Some people may need to learn to say no to achieve their original plan and keep up with it. Others are avoiding technologies and the solution for this may be to find a buddy, admit the importance of technology or invest to gain more knowledge. Finally, nothing happens without giving our energy and effort into what we do. (Caposey, P. J, 2018).
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Task 1 Assignment draft (I did not receive the evaluation form)
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Feedback template(I have completed the presentation, but I could not attend due to an emergency, I am happy to present my slides, when convenient, I have emailed you regarding this, but had no answer).















Description
What happened?


Feelings
What were you thinking and feeling?


Evaluation
What was good and bad about the experience?


Analysis
What sense can you make of the situation?


Conclusion
What else could you have done?


Action plan
If it arose again what would you do?



Description
System error


Feelings
Needs to be resolved


Evaluation
It is good that we found this issue before go live, but it needs to be  resolved


Analysis
Issue being analysed 


Conclusion
Issue being resolved


Action plan
Logging this isue and resolving prevents the future disruption



Presentations being too long and new colleagues are losing interest


What can we do to make it more engaging and entertaining?


The presentation on its own has all necessary information, but we need to change the Agenda


we need to give the audience short breaks, we need to involve them in a form of ice braker, do not justread text in slides, open discussion and breaks


This will work


Learn from this experience and apply the same in future presentations



Outlook


Microsoft PowerPoint


Microsoft Excel


Microsoft Word


Microsoft Teams



I need more training


Training is  good and I will learn the process, but it takes longer than expected


I have now enough knowledge


I can now do my job efficiently


Lack of knowledge when using Microsoft Excel
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Julia: It needs bit more work; many areas are well developed: flipped leaming is in the wrong area of class room learning; the
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Cohort 10 Skills and Cohort 5 HSC -BMSW 4001- Feedback Template.

Student name: Student ID:

Activities Lessons learnt Areas To Improve on

Week 7: Group Homework
activity- Teamwork and
Presentation skill





