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Introduction


This reflective report is about the most important employability skills that I have personally developed during this module and how these skills will help me in my career. I will analyse each skill and recommend how to improve it in order to be more productive in These skills will help everyone succeed in their career, higher education, and in their day-to-day life.
First, I will talk about the time management skill components and how I can apply them to be more efficient and successful in my higher education study, at the workplace and in the day-to-day life. After that, I will touch some points about how to successfully complete a presentation in front of an audience. 
Finally, I will speak about the team working skill and how to improve yourself so that you can be a real value for the success of your team.















Time Management Skill[image: ]

Managing your time, although looks to be not so difficult, can sometimes be very tricky and things can quickly and unexpectedly get out of hand, throwing you behind schedule very quickly.
Here are some key points to take into consideration, in order to master and improve your time management skill:
1. Be flexible and realistic
Setting unrealistic goals and deadlines is the recipe for disappointment and failure. The best way to avoid this is to produce a general plan. Setting a stake that is far too high to accomplish, will discourage you, and in some, will make you give up.
2. Be organized, stick to the schedule, and create to-do lists
Instead of creating up general t it is better to take it step by step and create a daily To Do List with just a few things. Creating exceptionally long to-do can be intimidating and can make you feel overwhelmed with the sheer amount of work. Being well organised is the key that in most cases, guarantees that you will accomplish all your goals. 
3. Figure out the hours when you are most productive
We are all different and we have different bio rhythms. Because of numerous factors, some people are more productive during certain hours of the day or in the morning while other people are more productive during the evening or late in the night. Learn to know yourself better, analyse your productivity and set your schedule so you can take full advantage. Do not forget that you are more productive in the beginning of the study session and your productivity slowly decreases because we are all humans, and tiredness takes a toll on us.
4. Limit distractions, while staying focused and well organized
Easier said and done, but avoiding distractions is not so easy, but this is a deciding factor that is critical for your success. Try to eradicate all distractions you know you are susceptible to, whether is the phone, TV social media or the Internet. While studying, try to stay away from them as much as possible. Setting your phone on Silent or Do Not Disturb Mode, will definitely help. 
Reward yourself with a break
After a successful study session, it is not needed to keep going to the point of exhaustion. Reward yourself with a break and relax and rest. Come back later or the next day fresh will definitely improve your productivity and your satisfaction. Using a timer, can be extremely helpful and can make you do most of your study time. Do not overdo with the breaks and get back on track as soon as possible.


























Presentation skill
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1. Body language									Body language is vital and can make the difference between a good and a brilliant presentation. Practice as much as it takes, so when you're in front of your audience you will have a relaxed and friendly posture. Try not to be stiff! Remember that if you're relaxed your audience will be relaxed as well and they will enjoy your presentation. Smile all the time and make eye contact with your audience. Dress as neatly as possible, as a sign of self-esteem and respect for your audience.
2. Engage your audience								The golden rule is to keep your audience engaged and try to avoid being boring. It is recommended to interact with them by asking questions and telling one or two smart anecdotes, just to make them feel more comfortable and relaxed. Humour is always appreciated and will help your presentation.
3. Be convincing									    In order to be more convincing, you must present like you are addressing and speaking to your audience and not simply reading a text from your presentation. Be yourself and do not be afraid to use your hands to gesticulate to get make your point understood. To avoid a boring speech, make pauses small between ideas, so that your audience has time to digest your ideas.
4. Keep it simple and concise							Keep it simple and get straight to the point. Too much information is sometimes too much for your audience to digest. Try to simplify your ideas and keep them short. effective and deliver as much information as possible with as little words as possible, in a very concise manner. You do not want to overwhelm your audience with too much information to a point that they are getting bored and start quickly to lose their interest.
5. Be ready for the unexpected							Sometimes during a presentation, many unexpected things can happen. If something goes wrong, just go along with it, do not be scared, and certainly do not panic. Always be prepared to improvise to save a potential awkward situation.


















Team Working Skill
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The team working skill is one of the most appreciated and valued skills in the workplace. This skill can be defined by the ability to work effectively and cooperate with other individuals, in order to achieve a common goal.
It is well known that team players are 
Here are some of the most important team working skills required in order to have a functional and highly successful working team:
1. Communication									Communication is the basic skill that makes a team function. It is one of the most important and vital team working skills. This skill can be defined as the ability to make all team members understood and to get their point across. There are different ways of communication whether it is verbal or written on paper or through messages via the phone or instant messaging. There is also nonverbal type of communication that is also important. An effective team worker should make himself clearly understood, using a professional, but friendly tone.				
2. Conflict management								There is well known that in almost any team, there will always be some conflicts, whether these are driven by competition, lack of communication, lack of toleration or any many other reasons. This is almost impossible to avoid, and it is not a question if it is going to happen, is simply a manner of when it is going to happen. First of all, it is smarter to prevent and avoid the conflicts as much as possible, just them before they happen. If avoidance is not possible and a conflict has already emerged, then the first step in handling this is to not let it escalate, analyse the situation, and after that, finally find a solution. The best team players are also the best mediators and can make the individuals involved in the conflict shake hands, make sure everybody is happy, leave it all behind collaborate for the sake and success of the team.										
3. Decision-making and problem solving						Problem solving is critical and is the very idea behind a team. The ability to think outside the box is crucial and team effort is always better than individual work. When confronting a problem, the team must be very united, without letting the ego and ambitions take over.   									
4. Reliability										Perseverance is one of the key components of a successful team. A reliable team member will be committed to his work and especially committed to the team. This can be seen through hard work perseverance honesty and sticking to the deadlines. Remember that a team is as reliable as their weakest team member.

5. Respectfulness and tolerance							    It goes both ways, and it is common sense that if you respect other team members, they will respect you as well and they will be more open and honest with you. Simple things, like eye contact and calling people by their name, will make an enormous difference in your team relationships. Sadly, the discrimination, bullying and racism are still present nowadays, but these ugly and shameful attitudes have no place in our society, nevertheless in a working team and all of us should take action if we see that somebody is humiliated or discriminated, because at the end of the day, regardless of the gender, ethnicity and religious beliefs, everybody is equal and should be treated with respect at dignity.





Conclusion

In conclusion, this year has proven to be amazing and very exciting for me, because thanks to my amazing, helpful and dedicated teachers, I have vastly improved and acquired new employability skills and I have learned a lot of useful things that will surely help me in my new career and in continuing my higher education studies.
Time management has always been a Challenging issue for me but now, I can work and study more effective and this makes a huge difference for me.
Working and studying with my colleagues on different assignments and tasks has also improved my communication and team working skills. I feel that I have learned many things that I will use in the workplace and in real life.
I have always loved to create presentations, but not so much presenting them to an audience, because I could not be relaxed, and I was afraid to speak in front of an audience. Now this has changed, and I feel much more comfortable and open in front of an audience.
Besides the skills I presented in this assignment, I have also improved my digital skills a bit, and now I can find information much faster and efficiently online.
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APPENDICES


	
	Notes (Students need to ,ck the box [to the le4] to confirm the respec,ve a<ribute has been completed)
	Needs 
Improvement
	On track to Meet expecta,ons

	Title Page
	1 Have you included the ,tle of your work? 
2 Does your ,tle page carry:  Student Name, Student ID, Module code, Assignment sec,on and Lecturer’s name?
	☐ 
☐
	☐ X
☐X

	Table of content
	3 Did you include a table of content?
	☐                 
		☐X

	Introduc,on
	4 Does your work have a suitable introduc,on which iden,fies the topic? 
5 Does the introduc,on give the reader a plan of the main themes/concepts that you are going to examine in  
     the work?  
This plan should not be merely descrip,on, but give some indica,on of analysis. These themes should be men,oned in the introduc,on in the same order that they are men,oned in the actual work. It is worth looking back over your dra4 introduc,on once you have finished the work so that you can edit it to match the actual structure of the finished document. 
   Sugges,on: Your introduc,on should be approximately 10% of the word count.
	☐ 
☐ 
     
		☐X	 
☐X
     



	
	Notes (Students need to ,ck the box [to the le4] to confirm the respec,ve a<ribute has been completed)
	Needs 
Improvement
	On track to Meet expecta,ons

	Main Body
	6 Is there evidence that you have read widely on the topic? 
7 Are there clear headings to enhance clarity and have you put each main point in a separate paragraph (each main point may take up more than just one single paragraph)? 
       Make it clear in your heading or at the start of a new main point what you are about to examine. 
       Make sure your  paragraphs are linked in a  logical manner (i.e. Your work should flow from one point to another) 
8 When you make a point or argument in the work, or give a factual statement, do you provide evidence that supports it? This evidence will normally be given by referring to research that has been done by others eg. books, journal ar,cles, websites. 
This is why it is important to read widely on your topic. 
9 Did you provide recommenda,ons and use examples, tools and models where relevant to support your work as per your Assignment brief? 
10 Did you reference clearly, using a consistent Harvard referencing style, where you have used the ideas or work of other people? 
      Sugges,on: Your main body should be approximately 80% of the word count.
	☐ 
☐ 
☐ 
      
☐ 
☐
	☐X
☐X
☐X
      
☐X
☐X



	
	Notes (Students need to ,ck the box [to the le4] to confirm the respec,ve a<ribute has been completed)
	Needs 
Improvement
	On track to Meet expecta,ons

	Conclusion
	11 Does your conclusion address the work ques,on? 
12 Is your conclusion supported by the work and evidence you have produced in the main body of the text? If the answer you give here contradicts the evidence you give in the main body of the work, then you need to either reconsider your conclusion or the evidence you have used in the main body. 
13 Does it summarise the main points? Your conclusion should not introduce new points or evidence which you haven’t men,oned elsewhere in your work but should be a short reminder of the points you have made in the main body of the work. 
     Sugges,on: Your conclusion should be approximately 10% of the word count.
	☐ 
☐ 
☐ 
     
	☐X
☐X
☐X
     

	Time management, 
Referencing, Informa,on search and Plagiarism.
	14 Was the Dra4 submi<ed on ,me? 
15 Have you used a variety of sources (eg. books, journal ar,cles, and websites)? 
16 Are all of the references that you use in your work (in-text cita,ons) shown in the reference list at the end of your work? 
17 Is the reference list constructed in alphabe,cal order? 
18 Does your Turni,n similarity level indicate that, your paraphrasing skills are good and there is no plagiarism?
	☐ 
☐ 
☐ 
☐ 
☐ 
	☐X
☐X
☐X
☐X
☐X

	Layout
	19 Is your work neat and well presented? 
20 Is it in the correct word font and size? You will normally be told what to use at either the start of the course or when given the assignment. Ask your tutor if you are unsure. 
21 Has it been edited, proof-read and wri<en within the word limit?
	☐ 
☐ 
☐X
	☐X
☐X
☐



Cohort 10 Skills and Cohort 5 HSC -BMSW 4001- Feedback Template. 
Student name: Ioan Man                                                                                                  Student ID: 2015341
	Ac#vi#es
	     Lessons learnt 
	Areas To Improve on

	Week 7:   Group Homework ac#vity- Teamwork and 
Presenta#on skill 
	During this presentation I have learned how to engage my audience and deliver a successful presentation.
These are precious tips I have learned:
· Dress neatly
· Be convincing
· Support your ideas with data and evidence
	I can say that my presentation skills are decent, but I need further to improvement, especially on these areas:
· Fluency
· Be more relaxed
· Try to be short and conclusive
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