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Reflective Review on Employability skills
Introduction
	I cannot hesitate to state that the learning experiences in this module were very helpful in helping me to develop key employability skills that will help me throughout my career. Notably, there are key skills that help people in their careers as they are essentials in the workplace. Every organization involves people that communication and work together. This makes teamwork and communication skills essential for one to perform in employment. Skills may be developed throughout one’s life but the time spent in this module helped me to develop key skills in time-management, teamwork, written communication, research, and critical thinking. This report seeks to reflect on how I developed these skills in this module. In each skills, I will use Driscoll’s model of reflection to explain how the module helped me to develop key skills. This model designs a reflective experience in three stages name: what, so what and now what (Adeani, Febriani, & Syafryadin, 2020). The first stage, ‘what’ describes the event that led to learning the skill. The second stage is ‘so what’. It describes what happened in the event and whether one feels the same after the situation. The third stage describes what one learnt and what could be done differently if one is in the same situation again (Adeani, Febriani, & Syafryadin, 2020).  
Time-Management skills
What?
	The module involved attending classes within a specified time. This meant that being late made someone miss important information and it could affect one’s grade in the module. There were also discussions with my colleagues within the limited time that we have been having. 
So What?
	At the start of the module, I was nervous that I may miss some lessons of the module due to my poor time management. I recorded my schedule in a note book every week to avoid missing lessons. I also set alarms so that I can wake up early enough and prepare for the day’s lessons. That made me not miss classes. My past experiences in managing time also helped me in managing time in this module. Before this module, I had learnt to balance my life between my school life and personal life. I always set sufficient time for my school activities and my personal life activities. I set realistic deadlines for both personal and module activities. 
Now What?
	My time-management skills improved from the module activities. My time-management skills will be useful in managing time during my employment. This will help me to effectively complete my tasks. It will also help me to avoid stress in the workplace. Notably, poor time-management leads to stress as one has to complete tasks under pressure (Sainz, Ferrero, & Ugidos, 2019). With my time management skills, I will have a good work-life balance in my future employment (Nayak, 2018). 
	To improve my time-management further, I will be using 4Ds of time management in my tasks. The 4Ds of time management stands for Do, Defer, Delegate, and Drop (Baucells, 2021). By ‘Do’, I will be assessing my to-do list and working on tasks that can be done. By ‘Defer’, I will be temporarily pausing on activities that do not need urgent completion and schedule them when I have enough time. By ‘Delegating’, I will be assigning important tasks that I don’t have enough time to complete to other people. By ‘drop’, I will be removing unnecessary activities from my schedule such as unproductive meetings. This tool will help me to be a good time manager. 
Research Skills
What?
	In this module, there were various activities that required me to use research skills. The module required me to evaluate blended learning and classroom learning. The task require me to research information about the two types of learning. Moreover, the completion of this reflective report requires me to find credible information about some theories, literature, and models.

So What?
    I used various sources that are credible in my research. Firstly, I obtain information from digital libraries to ensure that they are peer-reviewed. I also used information that have been published after 2017. Google Scholar helped me to get various information about some theories, literature, and models.
Now What?
	The experience helped to improve my research skills, especially in using credible sources of information. I learnt about digital sites and libraries where I can get credible sources of information. I also learnt to use sources that are current, reliable, accurate, and with good authority and purpose. I will use the research skills that I gained in understanding trends that affect my career, business, and the industry in my future employment.
	I will be using the CRAAP test when finding information. CRAAP stands for currency, reliable, accurate, authority, and purpose (Kilcrease, 2021). Currency ensures that information is not outdated. I will be relying on the current peer-reviewed articles that are current to ensure currency and reliability of information. Authority of information relates to the competence of authors, publishers, and what the URL of the site indicates (Kilcrease, 2021). Using the CRAAP test will ensure that my research is supported by good information that is not misleading. 
Written Communication Skills
What?
	The module involves taking notes and completing assignments in the form of written reports. Every time I attended classes I kept notes on what I have learnt. The module also required me to write a report that explained how the module has helped me to gain key employability skills. 


So What?
	In completing each report, I wrote a draft and then arranged ideas in a logical manner to complete the final draft. I then corrected the final draft by proof-reading it. I ensured that my reports maintained a professional tone with using slang language. 
Now What
	I improved my written communication skills. I can write business reports in employment. My written communication skills will be very useful in my future employment. I will be able to write business reports to my seniors during employment and for external reporting. My written communication skills will help me to be a good manager as I will be able to effectively communicate to all stakeholders of the business using reports, emails, and memos designed in an official manner. 

Team Working Skills
What?
The module involved discussions and group work activities with colleagues. We also completed some tasks in a group. These activities were very important in improving my teamwork skills. 
So What?
	We had several discussions with colleagues in class. At first, I was shy and I did not want to give suggestions during group works. I feared that I might be wrong. I also did not know how to comment on suggestions, especially when I don’t believe that they are correct. However, after spending time in discussions, I gained courage and now I can respond to people’s suggestions without turning them down even if I believe that they are wrong. I can also give my suggestions assertively when working in a team. During group work I found that a team develops in stages and the initial stages are characterised by conflicts. Previous knowledge of Tuckman’s theory if team development helped me to understand the dynamics of a team. This theory suggests that there are disagreements and conflicts in the first two stages of team development. 
Now What?
	I fully gained team working skills from the group work activities that we had in this module. I will be contributing in team activities during my employment. I will also understand and respect views of other people and when I don’t believe in them I will negotiate to ensure that they also understand my view of the issue. I will be leading teams using Tuckman’s theory of team development. This theory purports that a team develops through five key stages (Pfutzenreuter, Lima, & Frega, 2020). 
	According to this theory, the first stage that a team undergoes is ‘forming’. When a team is beginning a team, its members are unsure of the team purpose. The second stage is storming. This occurs after members have known each other in the previous stage. In this stage, conflicts and disagreements as members show their true characters. Roles of members are still not clear at this stage. Some members may feel frustrated and leave the team as they are frustrated by the lack of progress in the team. The third stage is norming. At this stage the purpose and roles of members of the team become clear and members start to resolve their conflicts. The fourth stage is performing where each member performs to accomplish the goals of the team. The last stage is characterised by celebrations of the members after accomplishing the goals of the team (Peralta et al., 2018). 
	For my personal development plan, I will organize my colleagues and engage them in group discussions so that I can improve my teamwork skills further. Moreover, I will engage in community voluntary works and lead members of my community in voluntary and social works. This will help me to improve my teamwork skills within a period of 12 months. 
Critical Thinking Skills
What?
	One of the most important activities in this module was to compare blended learning and classroom learning in higher education. In this case, I evaluated each type of learning critically identifying its cons and pros. Through this critical evaluation, I identifying recommendations that I gave in the report.
So What?
	This experience improved my critical thinking abilities. One strategy that I learned in critical thinking is understanding a problem or an issue by analysing it using the available information and one’s knowledge (Nisa, Koestiari, Habibbulloh, & Jatmiko, 2018). After understanding the problem one can propose a list of options for solving the issue. Finally, the options should be evaluated based on their con and pros to know the suitable option to implement. This is what I did in comparing blended learning and classroom learning in higher education before I gave my recommendations.
Now What?
	The critical thinking skills is help me in solving problems and evaluating options during my employment. I came across a situation that will require me to evaluate options such as deciding two options for investment, I will seek to understand each option first and the situation that has led to such issues (Itmeizeh & Hassan, 2020). I will then critically evaluate each issue by determining its cons and pros. From this evaluation, I will choose the option that is suitable to solve the problem. 
	For a personal development plan on critical thinking, I will use various strategies to develop this skill. First, I will be asking questions to understand issues that I think they need further evaluation. Secondly, I will be evaluating existing evidence to develop new ways on the issue. Thirdly, I will develop foresight. I will do this by considering how others will be affected and feel about the decision that I will make in a certain situation. 
Conclusion
	The module helped me to develop key employability skills. My teamwork skills have improved significantly and I will continue engaging in team activities to develop this skill further. My research skills have improved in terms of using credible sources of information. I will be using the CRAAP test to ensure that I use credible sources of information in my research. The experience that I had in this module improved my written communication skills. I can attest that I can write good reports in organizational set up. I also improved my critical thinking and time management skill.
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