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Intro

Employability Skills are the 'transferable skills' that an individual requires in order to be 'employable.' Employers frequently outline a set of skills that they expect from an employee, in addition to good technical understanding and subject knowledge.
These are the skills they believe will best prepare the employee to perform their job to the best of their abilities.
Employability is determined by your knowledge, skills, and attitudes, as well as how you use and present those assets to employers.
In the following report I am going to show my experiences in class and through my personal’s research using Kolb cycle.


[bookmark: _GoBack]Time Management 

Concrete Experience 
During the class of Academic and Employability Skills, I had the opportunity to learn and practice the Time management. Before face this topic in class, I have already ear about time management but I never applied, with its consequences. In fact, I have always struggle have things done by time, I was not able to organize my work and my study, and my attention span was poor. During the activity in class we followed the fundamentals steps of time management Which I deepened, developed  and reassumed in 5 steps: 
· Organize work, having a clear vision of the picture: what is my goal? What is my start point comparing with the final goal? What tool do I need to complete it? What skills should I get? What can help me to achieve my goal?
 ( Academic & Employability Skills. (2020). Top tips for time management. [online] Available at: https://blogs.bath.ac.uk/academic-and-employability-skills/2020/12/04/top-tips-for-time-management/)
· Prioritize: We saw few tool of prioritization as 20/80 Pareto principle, which according to this theory, 20% of all causes (or inputs) for any given event result in 80% of all outcomes (or outputs). Or the Eisenhower Method, which it consists in dividing tasks by Important and Urgent, (or urgent but not important, or important but urgent, etc..)
(HourStack. (n.d.). 16 Effective Prioritization And Time Management Strategies. [online] Available at: https://hourstack.com/blog/16-effective-prioritization-and-time-management-strategies)
‌
· Setting (measurable) Goals: block task in schedule using tool as bullet journal, calendar, weekly or monthly tasks list. we also saw how to use SMART (specific, measuring, attainable, relevant, time-based) which is a useful tools to set goals because it helps to keep track of the progress. PDP, Performance Development Plan, which is a strategy for boosting productivity. anyone  can use the PDP process to identify areas for improvement, set goals, track progress, and develop a strategy to achieve those goals. it is helpful to track progress and make adjustments as needed by holding performance development planning quarterly.
(Li, L. (2020). 10 ways to meet your goals with time management. [online] TINYpulse. Available at: https://www.tinypulse.com/blog/10-ways-to-meet-your-goals-with-time-management.)
‌
· Monitoring take track of my time taking look my schedules and make an analysis based on 5 parameters:
·  Prioritize: make sure I have not lost sight of main goal
·  Succeses: this task that were completed and become my small victory
·  Failure: examine my mistake and learn from them
·  Process: is this process on the right track? Is everything according to the plan? Should I change something?	

· Get a feedback to deliver to the ‘’Organize’’ process, and improve the cycle of time managing

Reflective Observation 
Treating this topic in class was unexpected as I supposed it was a topic that someone studies for his own just for personal or professional developing.  Seeing this topic in an academic programme it surprised me, and I found it a good idea, and it reviled very useful.  From the activity made in class I could noticed the capacity to make effective or productive use of time, planning out my time and keeping track of how much time i spend on various tasks in order to work more efficiently. It assists me in achieving my objectives more quickly.
· It assists me in prioritising your work, allowing me to complete more tasks in less time.
· Reduces stress.
· Helps me avoid procrastinating.
· It enhances my self-esteem and opens up new employment prospects for me.
· Define and prioritise my responsibilities.
· Tasks should be broken down into smaller chunks.
Top tips for time management. (2020a, December 7). Academic & Employability Skills. https://blogs.bath.ac.uk/academic-and-employability-skills/2020/12/04/top-tips-for-time-management/

 (the 80/20 rule (the pareto principle) (becomingminimalist.com) 
I improve my time management process adding a good process of ‘’Monitoring’’ based on Prioritize, Succeses, Failure, and Process than allows me to get a feedback to improve the cycle of time management.

Abstract Conceptualisation
I used to find it difficult to manage my time, and I never truly prioritised my work, instead, I used to complete everything at once, which resulted in my failing to meet my objectives. However, everyone can improve their time management talents by adopting routines.
I realised that there are three fundamental principles at the heart of time management:  
· I should concentrate my efforts on the most major things.  
· Set Miserable goals with SMART
·  I should focus my efforts effectively, maximising the results of my time and energy investment.  
· I need to improve focus, in order to reduce the amount of time I waste.
Form my personal research I deepened the wide application of 20/80 Pareto principle, Because it is a powerful tool for prioritizing, which i could use it in many aspects of my life, like school, work, business, and personal habits. 
For instance: my belongs, the 20% of my owns provide at 80% of my needs,  (‘’concept of Minimalism’’,(the pareto principle) (becomingminimalist.com)), or the people that provide at my happiness, (The 80/20 Principle As it Relates to Your Happiness (wordpress.com)).
But also other prioritizing tools as SMART criteria and PDP, down few example of learning goals, settled with SMART and PDP:
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Active Experimentation 
I am carrying on my study about time management  deepening the Pareto principle buying the book, and reading book like:
· ‘’Deap Work’’ where I am learning how to focalize my affords on one thing at the time.
· ‘’Make Time: How to Focus on What Matters Every Day’’, book about planning task on daily bases
· ‘’The 4-Hour Workweek’’, it explained how plan your work and also your career in order to not spend too much time of you personal time
 I planning my goal settle them in a monthly schedule and  I am applying the ‘’pomodoro  technique’’ (The Pomodoro Technique  (todoist.com)) in my daily routine to manage my time and avoid distraction. Moreover, now I keep  my phone off during all my study or work session.
 
Reflection

Concrete Experience
In class we treated the topic of ‘’reflective writing’’. Reflective writing is formal or informal writing about a topic after it has been presented in literature or other media, and it incorporates emotions, memories, and thoughts. Reflective writing is frequently used to respond to what has been read or to extract information from a specific event, piece of literature, or instruction.
( Brush, K. (2021). What is a Model of Reflection? [online] WhatIs.com. Available at: https://whatis.techtarget.com/definition/model-of-reflection.)

It can be used to figure out crucial points or come up with new thoughts regarding a topic. 
With the teacher, we saw the  common frameworks (models) of Reflection:
· Gibb’s ‘Reflective Cycle’: it is framework for analysing experiences, and because of its cyclic nature, it lends itself well to repeated experiences, allowing you to learn and plan from things that went well or poorly. It is divided into six stages:
· Description of the experience
· Feelings and thoughts
· Evaluation of the experience
· Analysis 
· Conclusion 
· Action plan 
· Driscoll’s Model: Reflective models provide a framework for students or practitioners to evaluate their own performance in order to better understand their own reactions and levels of performance, as well as how to improve .its stages are essentially:
· What?
· So what?
· Now what?
To begin, describe the major incident, situation, experience, or event in order to place it in context. This first step is simple but crucial because it will give a clear picture of what I am dealing with. After that, I will ask a question to reflect on the main event, experience, or situation: So What? – What will I learn because of this situation? i must consider the actions for the Driscoll Cycle's third question. These are the actions i intend to take as a result of your reflection. Consider whether i will alter your behaviour. "Is it necessary to make any changes, or is it fine to keep things as they are?"

But the one that I prefer is Kolb cycle. is a four-stage process for acquiring and embedding new knowledge. We change as a result of experience, reflection, conceptualization, and experimentation, which I am going to introduce what is it in details and how I use it.

Reflective Observation
I had never heard of reflecting writing before coming across it in this semester, so it was a completely new concept for me. I was a bit confused at first, and I struggled to get used to applying a model of reflection, and I still struggle some times, especially when I have to use it on a "little topics" when I do not have much to say and no particular "feeling" about it. Nonetheless, I think that is the useful and also the challenging aspect of the reflection: Writing is a great way to express ourselves creatively and form our own ideas and opinions and it push me to think in different way from my natural predisposition. During my experience in class I could see few benefit of the reflecting:
· Reflection can help me with assessment and learning
· Examining reflections revealed both effective and ineffective methods.
· I was able to gain a better understanding of the processes that influence textual composition by reflecting.
· I spent more time describing processes than engaging in ‘’to think how express the concept’’
· Brings to light rhetorical and writing process decisions that can be used to focus future revision or learning.
· Encourages professional development as a working professional

Abstract Conceptualisation
 Now I feel a little more confident in using a model of reflection. I realized that Reflective writing taught how to think effectively. it is a vital strategy that can help me better my writing in the future by developing and refining my thoughts as well as enhancing my critical thinking. It is tied to the concept of learning from experience in the sense that I consider what I did and what happened and then decide what I would do differently next time. I also find my ideal reflecting cycle, that is Kolb reflecting cycle, composed from:
1. Concrete Experience - A new experience or situation is encountered, or an existing experience is reinterpreted.
2.  Reflective Observation. discrepancies between experience and understanding are especially important.
3.  Abstract Conceptualization - It generates a new concept or modifies an existing abstract concept 
4. Active Experimentation - the learner applies their idea(s) to the world around them to see what happens
(Mcleod, S. (2017). Kolb’s Learning Styles and Experiential Learning Cycle. [online] simplypsychology.org. Available at: https://www.simplypsychology.org/learning-kolb.html.)
‌
 I chose this reflecting cycle because it embraces the concept of a "practical approach," which corresponds to my learning style, which is practical and favours a hands-on approach. I usually use it to analyse my previous works, 
for example: after I worked at a projects as software developer, I use Kolb to identify my success or mistakes, weakness and strength, and specially what outcome can I get from them to improve.

Active Experimentation
I discovered that one of the reasons I struggle with adopting a reflective technique is that I do not know which questions I should ask myself for each part of the method. But now I feel confident with the use of reflecting methods and in future I can do to improve this skill is just in its application, I will try to apply it as many different situation as possible to improve my learning skills.


CV writing

Concrete Experience
We talked about how to write a proper CV in class during the activity. We began by looking at the basic facts that should be included in any CV, such as:
· Basics information(name, surname, telephone number, etc..),
· Brief
· education and qualifications
· Work experiences

Reflective Observation
It was surprised to realize how significant a CV is and how much the company weighs in during the interview process. I loved the idea of researching what a company wants and attempting to include those requirements into my CV because it could reflect a improvement in my skill set as well.
Now that I know how to construct a proper CV, I feel like I am a step ahead of the leverage candidate, and I believe it will benefit me greatly in the future during my career.
Having a proper CV writing skill it could benefit in:
· Stand Out Among Other Applicants
· realise our full potential 
· reflect on our work experiences and put them on paper
· Make an Impression on Recruiters
· Save Time 
· Jumpstart Your Career
· Make it Look Good
· Tailor my CV
· No Spelling Mistakes

Abstract Conceptualisation
before to learning about this topic, I used to write a CV carelessly as anyone else would, simply listing my basic information and experiences without considering what the employer really wants. Thanks at this topic I learned the following things:
· Before applying for a job, do some research: what kind of employee is desired by a company
· Based on that information, I created a relevant CV with the appropriate skills and keywords.
· Be succinct but captivating.
· Demonstrate what I can bring to the company and how I can help.


Active Experimentation
After learning about CV writing in class, I researched the topic further on my own, conducting my own research on blogs and websites, all of which were related to the career I will be doing in the future, that of a software engineer. Many occupations require you to exhibit projects you've completed in the past for other companies, including prof my ability. In reality, Linkedin allows you to submit a whole project, which is why having a social profile is beneficial for professional and company networking: that is something that I will use in future.

Online Learning Experience

Concrete Experience
I have been able to participate in online learning with my students since the beginning of the school year. A virtual learning environment is an online-based system that provides educators with digitally based solutions targeted at improving the learning experience for students and professors by recreating and replacing the real classroom setting over long distances. It is a system that has been in place since 1990, but it has expanded and established in the last two years because of the pandemic.
(Mathes, J. (2020). A Defining Moment for Online Learning. [online] OLC. Available at: https://onlinelearningconsortium.org/a-defining-moment-for-online-learning/.) 
‌
 Every week, there were two lessons, one for each module.
The classes began at 1.45 p.m. on Microsoft Team and lasted nearly four hours, with a fifteen-minute break in between. They were split into two sessions, each with a roll call. During the lecture, students might use public chat, private chat, camera, and microphone to communicate with the teacher and other students. The lectures were mostly led by the teacher reading and explaining PowerPoint slides. The lectures also featured 'in-class' activities, which were generally done in groups by the students under the teacher's supervision. We students had to complete end-of-program assignments, which could be posted to the school's web portal, as part of this module.

Reflective Observation
My expectations were high at the begin of the online learnig, and also quiet exaited to experiment for the first time this new method of learning. Online learning  presented to me few Pros like Improved accessibility, flexibility and comfort, and less expenses. Which it means,
 for example: it could be easier for me work and study since I would not need to move to the university building for follow the lessons and spending more time on study, and I do not need to pay for the underground.
in other hand it presented me few Cons as well, like:  worse quality of communication, discomfort with technology, Technical Problems, teamwork less effective. It could lead, 
for example: do not understand the lesson’s topic, or not build bond between other students
(Thompson, S. (2021). The advantages and disadvantages of online classes for higher education. [online] Kaltura. Available at: https://corp.kaltura.com/blog/advantages-disadvantages-online-classes/.)  

Abstract Conceptualisation
In terms of time management, flexibility, and comfort, I believe online learning is a success. Learners, particularly learners-workers, could follow a course of study while also balancing work and family obligations. It cut out all transports cost and time to move, reviling very comfortable for everybody.
However, despite its numerous benefits, I could experienced that virtual learning has a number of drawbacks that can be significant barriers for students, particularly those with special needs. I found online lessons to be uninteresting, and this is most likely due to the poor communication quality, which is far inferior to traditional lessons due to a lack of factors that make the presence of the teacher, such as physical presence, body language, and voice tone variation, which capture attention between one frae and the next, without considering the frequents with Microsoft team. online lessons  requires also familiarity with the web portal that organises the modules, assignments, and communications with other offices, which may be problematic for certain people like me which they never used this learning system, specially if the interface is not very intuitive. This could results in a structuration toward technology and, as a result, towards studying in general. Furthermore, the online learning almost eliminates the connection factor between students, which  has a significant impact on teamwork, and relationship in general.
‌


Active Experimentation
Finally, I would say that I am grateful to have had the opportunity to participate in virtual learning during this recent period of difficulty due to the pandemic. But I realised it was not for me, and it did not fit with my learning style, which favours hands-on experience and close contact with the activities and people in my environment, in fact, I was happy to start follow the lessons in class and my performance are increased as well. education via the internet It is a recent development that has the potential to improve the education of millions of people even further than it has in the last two years. It, like any new technology, must, however, continue to evolve and improve. A student should also be able to choose whether or not to use the online learning throughout his or her academic career, as different people have different needs. In fact, I decided than I will avoid to use online learning in future.
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