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Introduction


Reflection
We reflect on an incident or a hard day as a way of processing our thoughts and feelings. We allow ourselves to make sense of our thoughts and feelings in the aftermath. When facing an especially difficult or challenging situation, reflection can be particularly helpful. Reflective practice involves taking a critical view or stance towards one's personal and professional actions, engaging in continuous adaptation and learning about one's own practice as well as that of other peers.  

Employability Skills
Frances, (2017) presents employability as a recent nomenclature, referring to the professional's ability to adapt to new needs and the dynamics of the labour market. With the emergence of numerous technologies, the globalisation of production, the opening of the economy, the internationalisation of capital and the constant changes that have been affecting the environment of organisations, entrepreneurs and professionals need to adapt to such factors.
Shilpi, (2021) mentioned that the view of employability appears to have appeared with teachers who performed in preparation and facilitation plans for getting a work and focusing for factors that would support students to get work. The current implementation of the term refers no longer to the particular abilities of a career, but to the features, abilities and approaches predicted for a perfect professional. So, it started to manage with employability abilities that may be essential to a broad variety of possible staffs and not only those in particular careers, focusing employability necessary as preparation for the work search.
In the context of Higher Education, employability is the potential that the students provide attributes that management predict as essential for the successful performance of their institution. Preparing for employability would thus need giving not just employment abilities, but the growth of critical and reflective ability in the constant educational procedure (Frances, 2017).
Shilpi, (2021) explained that it would be a method for the student to come out effective equipped and made for the fact of work or job. Employability can be recognised as particular abilities and capabilities essential for an individual to conquer and keep a work or job. It can be recognised as the measures taken by me to improve my abilities and focus supporting information to reach a placement, standard or informal, in the job market. It is important that individual characteristics, views and approaches can exert a powerful impact on the performance of the outcomes of the search for a job, so influencing what is referred here employability.
Employability would be the ability to move in a self-sufficient way within the labour market, with the potential to understand the reality of sustainable employment. For the individual, employability depends on the resources they have in terms of knowledge, skills and attitudes, the way they use them, as well as the way they present these resources to employers. I will use Gibbs’ Reflective cycle to review on three employability skills, which I develop during Academic and Employability skills module and Digital skills and Research methods module.
Gibbs’ Reflective Cycle
Gibson Reflective Cycle is a self-reflection and management strategy that assists people in thinking clearly and systematically about what they have gone through during specific circumstances, and then drawing conclusions from those experiences. (Gibbs,1988). The cycle pass through six phases:
1. Description - describe the incident / situation 
2. Feelings – talk about how you feel then / your thoughts 
3. Evaluation – critical thinking
4. Analyse – analyse the situation 
5. Conclusion – think about the impact of that experience / learning
6. Action plan – if happened again, how you will deal it /do it better /future plan 
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In general, participants consider this a useful tool that goes well with different situations and helps them reflect on a given situation, assess it, and determine how to proceed in the future.

Time Management Skill
What is time management ?
A method for dividing your time between specific activities called "time management" can be defined as organizing and planning. It is possible for you to get more done in less time with good time management because you work smarter - not harder.( https://www.mindtools.com/pages/article/newHTE_00.htm, 2021).
I am currently working in a production company for rear lights, 5 days a week, double shifts as Specific production control. Several companies use our production and we are extremely busy, especially with all the new projects. The position require strong time management skills solving problems, making decisions and a lot of concentration. Further, I am a mother of a two-year-old girl, awaits my return and cannot wait to spend time with me. Thus, my working day consists of 24 hours of responsibilities, tasks, and pressure. However, I decided  to study to can improve my skills and learn new one for better future. Due to lack of free time during the week, I'm visiting the university on the weekend. My daily routine often causes me to feel tired, but I am well-motivated and a hard worker, so I always strive to accomplish my objectives.
Initially, when I began my work there, I was not able to finish my tasks for the day and I have to leave uncompleted things for the next day. The problem was coming from the fact that I wasn’t focus on a one task at a time, but rather I tried to do as many of my duties as possible at the same time. This has reflected my performance a lot, and I’ve sometimes missed my deadlines, often felt stressed and not very productive, which obviously was not making a good impression at work.
At the time, I realized being busy isn’t the same as being effective, and that was a good example of how I should move forward. I started to use 4D time management tool (Do, Dump, Delay, Delegate). However , I had a situation where I have put too many items on my to-do list, which was causing me to lose myself again. In this cases, the advanced solution to my problem was not just to create a list of my duties, but to create an effective to-do list. So I began organizing and planning how long I need to spend on a certain activities. I divided my attention between different tasks according to their importance and priority, also set a limit and realistic time to accomplish each one. 
Personal Development Plan for Time Management Skill
	Category
	Action
	Example

	
	
	

	Do
	Work only on tasks, important for the day 
	Quality, get to know the customer criteria 

	Delay
	Temporary delay tasks with no importance for available time
	Old projects, request from colleague 

	Delegate
	Leave projects for your colleagues 
	Work on tasks for your own experience/specific 

	Drop
	Unnecessary tasks
	Unproductive meetings, mails

	
	
	

	
	
	


                                                                                                                          
Good time management is essential to achieving my goals. I must get to know the essential skills to manage my time well! How I manage my time will determine whether or not I will be successful in completing my tasks. I know that achieving maximum productivity is the dream of many people. But things don't always work that way. The right time management skills will greatly contribute to my career success. However, some people believe that good time management is to carry out as many activities as possible. It's no use doing too many tasks if they are done anyway. The result will not be good. When I talk about productivity, I talk about focus, high performance and results. Therefore, quality is important – not just the number of activities performed.
Thus, I overcome the challenge to use my time efficiently and gained better professional reputation whit less stress and increased opportunities for advancement. This, I would say, is the core of being successful at any job and eventually getting promotion in future. 

Team Working Skill

Teamwork is the effort made together to achieve a common goal. This collaborative action allows me to achieve goals and objectives faster and more effectively. A good way to better understand the concept of teamwork is to look at the way sports teams work. In them, each member has a specific role, and must perform their role in the best way possible without compromising the activities of the members. In football, for example, there are goalkeepers, defenders and strikers, with well-defined roles. Each one does his part so that the whole works, and so that the victory, the common goal, is reached.
In the corporate world it is no different. Companies also want to improve their performance and stand out from the competition. Thus, teamwork does not only comprise activities carried out together by a group, but a result achieved by people committed to getting along well with each other, in pursuit of common goals.
At the university where I am studying, one of the assignments was a team Power Point presentation. We were split by three in a group, each of us must individually prepare a PP, but present as a group. That was a big challenge for me, because if you fail, you fail your team. I was feeling scare from the fact that maybe I am not good enough and fail the team. During the preparation of the PP, we rarely communicate each other cause everybody is working around the clock. Our team leader showed us the result of our work just day before the assignment. The feeling of unpreparedness had taken over me. However, next day we did the presentation and gave our best to look like we really work together.
Tool about team building is regarding presenting the abilities, training and resources that I require, so that I can perform in harmony. But, to be successful, it requires being a constant procedure, embedded into my team and educational institution culture. There's a position for one-off team building practices, but I must have a clear aim, like growing a considerable ability, and should be well prepared to evade issues.
I came to the conclusion, that if we had a better communication, decision-making, problem solving, organization, planning, persuasion and reliability, we could be the best team. In order to achieve excellent team results, I'll have to work on some of these skills and improve others.
Personal Development Plan for Team Working Skill 
	Category
	Action
	Example

	
	
	

	Communication 
	Share information/ ideas

	Send e-mails, set up meetings, phone calls

	Decision-making 
	Possible alternative option (rational or irrational)
	Decide together correct/right information

	Planning 
	Avoid costly mistakes

	Setting goals, deadlines, priorities 




Presentation Skill

Effective and engaging presentations require presentation skills, and you can develop these skills through practice. Among these skills are the structure of a presentation, the design of your slides, how you talk and how your body language conveys your message.
At my work place, sometimes I need to do presentations about our new projects. When for first time I need to present, I have no idea how big is the audience. So I went there and saw all those people, I freeze. I did not know what do, how do I need to start, do they going to listen me. All this questions make to feel unsure, I was terrified. The worst case of this situation was that I have to convince them the product is enough good to buy it, and did not know how to do it. I thought that was the worst day in my life. Of course was devastating.
Keeping up with presentations is necessary if I want to advance in the company. But how to be successful in this? I read a lot of books about skills you need to have to deliver a good presentation, watching a videos, trained front of the mirror. Now I have the chance to practice  at the university also. Once with the assignment presentation, and second- we had a class activity presentation, where I received a very good feedback (appendix 2). 
The key to a successful presentation is good preparation, a clear message conveyed to the audience through body language and voice tone. Presenting is all about practice. Presenters are their presentations, and the tools they use to do so are only visual aids.

Summary
In nearly every job, employability skills are imperative. This is the set of general abilities that make someone desirable to employers. Employers almost always look for people with these skills. The job market is mainly competitive. There are skilled individuals at all levels. To confront this issue, I must keep in continual growth. It comprises focusing all the information that can participate to my development, by writing a good professional email to investing in postgraduate session. So, if I want to secure my space in the job market, I must go beyond the basics. To get where few people get, have the courage to do what not everyone does. I must make a strategic plan, expand my capabilities, and get out of the commonplace. This is the principle of professional development.
Issues about employability have enhanced currently, and modifications in the corporate world appear to have a powerful effect on standards of professional performance, so that a wider number of studies and researches have been established to understand and particularly prepare people to face the job market in a further consistent manner. Because of this new fact, permeated through modifications and constant chances, the word "employability" begun to be implemented in the discussions of staffs, entrepreneurs, in the media, in educational and development approaches as an option to face the needs that the present market enforces. Employability can be observed by the concept of the government, organisations, educational institutions and students, as it impacts community as a whole; however, as this is a new and complex topic, this study will focus attention on the issues of my professional preparation.
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Appendix1
Feedback from Mrs Katti for Task 1 (draft submission)


[image: Diagram, schematic

Description automatically generated] 
Appendix2
Feedback received from class activity
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