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[bookmark: _heading=h.gjdgxs]Introduction 
To get the expected career and be an expert in professional life, we need to obtain different skills and knowledge. University is a place where required modules and courses are designed in a planned way to provide the higher education students with opportunities for developing these required employability skills. University life makes us prepare for future professional roles through a personal development plan (Brown and Lent, 2020). This reflective report will provide the employability skills with details that I am learning through the completion of different activities and feedback from this module. It will also represent the development tools and personal development plan for these skills














[bookmark: _heading=h.30j0zll]Employability skills learned from this module 
Indeed, the designed module named “Academic and Employability Skills” is very helpful for me. Because it has facilitated me to learn new employability skills. These skills are very crucial for professional life to progress and improve the career in the organisation. These skills are introduced in the following:  
                            


Time Management skill


Written Communication skill


Presentation skill


Team working skill


Finding information / Research skill

[bookmark: _heading=h.1fob9te]Figure No. 01: Employability skills learned from the module (Christie and Green, 2021)
Time Management skill: I have developed time management skill from this module that helps me to complete activities as per routine. Time management skill is a crucial ability by which a person can do the required task within the time limit. It facilitates completing every task on time, removes the hustles, and brings peace of life (Christie and Green, 2021).  
Written Communication skill: I am also learning effective written communication skills through formal academic writing. Written Communication skill implies the clear expression of enriched content by using precise language, logical structure, and order. It facilitates the exchange of ideas and knowledge among respective parties (Ellis, 2020).  
Presentation skill: The designed module has also facilitated me to develop my presentation skills through the repeated presentation work in the formal group. Presentation skills include the ability that enables a person to present the message to the audience with appropriate body language and power slides (Dolan, 2021). 
Team working skills: During completing different academic activities in the team, I am learning effective team working by developing a better relationship with my teammates. Teamwork skills include the abilities by which individuals can perform better with others while completing any project, deal, or contract (Kontautienė, Birontienė, and Lukoševičius, 2020). 
Finding information / Research skill: The module has also facilitated the research of different information while developing research papers that are helping to develop research skills.  Research skills imply the ability for gathering data about a specific topic to analyse and interpret the data towards a solution (Meirbekov, Maslova, and Gallyamova, 2022). 
[bookmark: _heading=h.3znysh7]The ways feedback and completing the activities are helping me improve the skills 
University life prepares the students of higher education for the future profession. The course instructors and supervisors have arranged necessary courses and material according to the job market demands so that these materials can help the students develop the required employability skills through the completion of curriculum activities, several feedbacks of reports, and assignments (Brown, and Lent, 2020). 
                        

Conduction of self analysis

Determining the problems

Identifying the reasons 

Choosing and developing the required skills







Figure No. 02: Ways feedback and completion of module made me learn skills (Carnegie et al., 2020)
The module I have completed is named "Academic and Employability Skills" which is furnished with rich content, materials, class lectures, group tasks, presentations work, preparation of research papers, etc. I have participated in every class and studied the class materials and lectures. I have prepared group presentations, and also researched different topics to get great insights regarding the topics. At the same time, I have performed teamwork in collaborative ways to help each other. I have got our previous assignment from which I have tried to understand my lacking and take action to re-correct them. All these activities combinedly helped me to develop employability skills.  
The completion of several tasks and the feedback of the previous assignment have motivated me to conduct the self-analysis where I have determined my strengths, weaknesses, opportunities, and threats so that I can perform better in the class next time. Then I found out the problems that are the base of my weaknesses. I was doing enough good in presentations for lacking presentation skills in the class. Then the class activities and feedback from my supervisors help me find out the specific reasons for my lagging behind. Finally, I have chosen and am using different tools for developing effective communication skills, research skills, team working skills, presentations skills, and time management skills. Thus, the feedback and completion of module tasks have helped me a lot to determine and develop the required employability skills with self-assessment and practical work. 
[bookmark: _heading=h.2et92p0]The ways and tools are used to develop the skills
[bookmark: _heading=h.tyjcwt]Only learning different skills is not enough. To cope with the external forces and keep ourselves updated with the modern facilities, we have continued to sustain and develop the learned skills both for personal and professional life. Otherwise, existing skills become a dead letter, and we will be unable to continue the task. Academic life helps us learn skills, and later it is our responsibility to develop them by using different effective tools (Vishnu, 2021). I am using the following tools for developing the learned skills from the module: 


Tools for developing skills 

4D and routine 

Grammarly, plagiarism-checker and formal letter 

PowerPoint, MS word and graphic design 

Leadership and collaboration 

CRAAP test 

Figure No. 03: Tools for developing skills (Vishnu, 2021)
4D and routine for time management: I develop my time management skills by using a daily routine of tasks and 4D tools. Daily routine and schedule determine the time limit and order according to the priority of the task and help me complete them on time. 4D implies doing, deferring, delegating, and deleting which helps me a lot to determine the unnecessary tasks that should be deleted from the work routine to perform the urgent tasks within the budgetary time (Carnegie et al., 2020). The application of 4D of the tasks is given below.  
     [image: ]
Figure No. 04: Application of 4D in self-work
Grammarly, plagiarism-checker, and formal letter for written communication skills: To improve my written communication skills, I apply several tools such as Grammarly, plagiarism-checker, and writing a different formal letter. A grammar checker helps an individual to enrich the content with the right sentence, grammar structure, and suitable word collection. Plagiarism checker facilities to innovate my writing style and writing formal letters helps me to use appropriate language while dealing with others (Vaishnav, 2020). 
PowerPoint, MS Word, and graphic design for presentation skills: Presentation skills are very crucial for every day of professional life for presenting any ideas and attracting an audience to gain the strategic goals. To develop my presentation skills, I like to use PowerPoint, MS Word, and Graphic design tools. These tools are very effective and facilities to build better rich content with attractive slides that can easily draw the attention of the audience. With these tools, I can use different signs that can share a clear message than sentences (Cottrell, 2021). One of my presentation slides is below: 
             [image: ]
Figure No. 05: Example of the presentation slide of self-work (Genoni, and Walton, 2019)
Leadership and collaboration for team working skills: I am learning Teamwork skills while performing a different task under the module with my teammates. To develop better team working skills, I generally apply leadership and collaboration as effective tools. Lead by examples influence and motivate the members to perform the task accurately. We help each other by sharing our ideas and resources through collaboration in teamwork (Kontautienė, Birontienė, and Lukoševičius, 2020). 
CRAAP test for information search/research skills: There are different tools for developing research skills. Among them, I like to use the CRAAP test to improve my research skills as it facilitates me to determine the currency, relevance, authority, accuracy, and purpose of the data. By using this test, I can easily determine whether the information in these books or articles will be helpful for my research paper (Meirbekov, Maslova, and Gallyamova, 2022). One of my CRAAP tests for the research work is given below:
	Books name and topic
	Currency
	Relevance
	Authority
	Accuracy
	Purpose

	Communication skills
	2020
	The book is written based on extensive research 
	R. Ellis
	Approved different universities and authors
	Basic learning of communication skills 


Table No. 01: CRAAP test for research work 
[bookmark: _heading=h.3dy6vkm]Personal Development Plan (PDP) on each skill 
[bookmark: _heading=h.1t3h5sf]Personal development planning is a comprehensive process that includes the required activities, resources, and time frame to gain the necessary skills. Indeed, a personal development plan is very crucial as it provides the specific direction and makes the daily practices to achieve the knowledge and skills through a routine activity, and results in a completed habit. It is very crucial to develop employability skills. The personal development plan has facilitated the self and professional development that makes the professional life easy to perform the required roles (Genoni, and Walton, 2019). Here, I have prepared a personal development plan for each skill that I have learned and am learning from the completion of this valuable module. 
	[bookmark: _heading=h.4d34og8]Full Name:
	

	Courses that I am enrolled for:
	BMSW 4001 Academic and Employability Skills

	Name of University:
	University of Wales

	The current level of study:
	Undergraduate 

	Start date:
	2021

	End date:
	2022

	My motivation for doing this course:
	I have taken and studied this module for improving my employability and academic skills that will help me conduct my daily duties & responsibilities in my professional life. 



	Skills To be developed
	Actions required to achieve my objectives
	Support and/or
resources I need
	Timeframe
	Estimated date
of completion

	Time Management skill

	Preparing activities schedule, budgeting time appropriately, and following daily routine of task and time properly
	Daily worksheet with an appropriate timetable, a digital reminder of each task on time
	Six months
	From January to June 2022

	Written Communication skills 
	Taking part in a training program on effective communication and watching relevant videos and studying books 
	Laptop or computer, internet, books, videos, training facilities, and a group for practising communication regularly 
	Six months
	From July to December 2022

	Presentation Skills
	Preparing PowerPoint presentations, taking part in the presentation and reading-related papers, journals, and books 
	Information and communication technology, a group, the internet, relevant videos, journals, research papers, and books 
	Three months
	From July to September 2022

	
Finding information / Research skill
	Taking training programs on research skills and watching relevant online videos
	Information and communication technology, internet, research team, video streaming, books, and training facilities
	Six Months 
	From January to June 2022

	Team working skill

	Forming team, planning and preparing daily teamwork, and reading relevant books and articles
	Collaborative team, ICT, internet, team spirit, books, specific team activities, and journal
	Three months 
	From July to December 2022



Table No. 02: Personal development plan for each skill (Rimmer, 2020)


[bookmark: _heading=h.2s8eyo1]Conclusion 
To obtain the best profession and provide a contribution to the profession, it is mandatory to gain the required skills. It is not possible to possess all skills by birth. We have to develop the necessary skills with appropriate personal development planning and performing the academic discipline (Reynders, 2020).  Indeed, the designed module has become very helpful for us as it has provided the scope of developing employability skills such as effective communication skills, research skills, presentation skills, team working skills, and time management skills with great insights that will be very helpful to perform the professional roles. 
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The 4 Ds of Time Management

Action

Work on tasks that only take a few
minutes to complete. Quickly
accomplishing a series of smaller tasks
builds momentum for working on
larger projects.

Temporarily pause a task that doesn’t
need to be handled right away, and
schedule when you have the
availability.

Reassign an essential task to someone
else.

Remove unnecessary tasks from your
schedule and move on.

Examples

Answering an email
Returning a phone call
Printing a report

New request from a colleague
New project idea

Weigh tasks that benefit from your specific
expertise vs. those tasks that deliver the same
outcome regardless of who is doing it

Unproductive meetings
Unnecessary email
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ies & Tasks of an Occupational Therapist

Review the medical history of clients.
Psychological & physical assessments
Assess home and environment

Advice for clients

Develop injury rehabilitation programs
Make necessary arrangements

Obey the laws and regulations





