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Employability skills 


    What are employability skills?
    I am sure everyone heard about employability skills and know something about it. In this report I will present what employability skills are and explain in detail more about the skills individually.
    Employability skills are the core skills and traits needed in nearly every job. These are the general skills that make someone desirable to an organization. Hiring managers almost always look for employees with these skills (Alison Doyle,2020).
As a person you gain different skills during the years, having different jobs, at school even at home. During the time you need to improve your skills maybe because you want to achieve a goal set when you were a child, or you want to have a better job or earn more money.
  I'll discuss a handful of the new abilities I learnt during this semester’s study and my personal experiences in Higher Education as my first year of study using Gibb's reflective cycle.
 








Gibb’s reflective Cycle

Graham Gibbs created the Gibbs Reflective Cycle in 1988 to give a plan of learning from events. It provides a framework for analysing experiences, allowing you to learn and prepare from things that went well or did not went well.
· The first stage of this cycle is to give a detail description of the situation which happened: describing the place where it happens, when it happens, who was involved, what happened after the situation everything which it can be essential for reviewing the situation and see what could be avoid in the future that the same situation to not happen again in the future.
· The second stage is about the fillings which came across in the situation: how you feel it before, when or after the situation occur.
· The third stage is when the situation needs an evaluation. Make sure you review all the details and think about what go well or wrong be as honest and objective to get a good reflection about it.
· The fourth stage is to analyse the situation: why it happened, why it goes wrong or bad depends on each situation because it can be different and check if you have the knowledge about it or maybe you need someone to help you.
· The fifth stage is to make a conclusion of your findings, gain wisdom based on the situation what at this time maybe was wrong and found insight that will help to avoid uncomfortable situations.
· The sixth stage is about the action plan and give it a meaning. Why it happened how it can be avoided and what are the consequences of the situation.



Digital skills  

           Digital skills are the knowledge and ability to control information needs from digital technology sources, as well as to input, access, organise, integrate, and assess digital resources, as well as construct new knowledge, create media expressions and communicate with others, using digital tools, platforms, and computer programs. (Chinien and Boutin ,2013)
          Through formal teaching, casual self-learning, and peer-to-peer learning, digital skills are developed over time through educational and social usage of technology. Today's environment necessitates digital abilities for people to locate, evaluate, and create information for further and higher education, training, and jobs.
         In these day digital skills are very important and highly valued, I assume that in the future they will be vital.
        Digital skills are for people of all ages is not just something that applied to the younger generation same goes for older people to. Every job or university in these days required a minimum of knowledge about how to send, read or write an email or how to access a browser or a computer going forward on using different platforms and programmes which are very useful for the purpose of the content in individual case.
        Digital skills can include things like computer literacy, web -communication and research, email and chat, the security of how the information is processed and shared online in a safety mode and advancing from the basic ones to learn further on how to do digital business analysis, programming, web, App development, digital marketing, digital design including data science.
    They are different organization which are providing classes for learn people of all ages how to develop their skills. Some of the digital’s skills are essential in these days and even mandatory in some of the cases for get employed.




Reflective opinion on Digital Skills 


 Going forward I will share my reflective opinion about digitals skills.
         In the first I wasn’t sure if I will be able to learn so quickly so many new skills in a short time. 
        Digital skills for myself were essential so I can continue my study to the university as in the beginner I had only the basic digital skills like writing emails, social media or using Internet browser to do research. During the first 5 weeks I learned how to use different platforms like Microsoft Form, Excel, how to use Word to create documents and assignments even how to create a presentation on PowerPoint. 
       As my assignment was based on a PowerPoint presentation being lately transformed in a Word document, I feel very stressful. Working in PowerPoint it was new thing for me as before I never see or worked of this platform, I was excited willing to learn new thing but at the same time I was struggling until I catch slowly how everything is working and become more confident.
     Trying to do my assignment was very difficult but following step by step what our lecturer teach during the course was very helpful and, in the end, I could give a meaning to everything, and I was extremely happy achieving knowledge. As a working student time management is very important as well so I suggest that if someone want to achieve a good knowledge, they need to menage the time in the right way so they can take part to the courses provided so they have a better understand. 
      We need to present the presentation in front of the class as a group. One of the group members did not came on the day so the rest of us did not have an action plan made in this case so we were in need to present the other person power point presentation. I did become anxious but having a good colleague the stress goes away and the confidence was there. Managing to give a good, clear presentation was very helpful for the class as they understood what we want to delivery through the presentation. We successfully make a good presentation on, so they were the feedback. I was very proud of myself that I achieve what It was my purpose.
  Always thing that you have a power too do the things right and be confident.


Presentation Skills
          Presentation skills are very useful in a daily basis. To give an excellent presentation, you must first be confident and rehearse extensively. In business, training, teaching and more an effective presentation and speaking in front of a different groups of people is very important, to deliver a good presentation, you must feel comfortable when speaking in public. Is not as difficult as it sounds it just need a lot of practice and a good preparation. Presentation can be in multiple ways neither spoken or multimedia, PowerPoint presentation, training sessions.
       A presentation is defined as a kind of communication that may be tailored to various speaking settings, such as speaking to a group, addressing a meeting, or briefing a team. Effective presentations normally need thorough planning and preparation; however, this does not have to take long.
       A few of the qualities for an effective presenter are:
·   The appearance - it needs to be a decent and clean outfit
· Attitude - you must be straight and confident
· Good eye contact - always maintain eye contact with the public 
· Interesting voice – make sure you accentuate what it needs to be more interesting and change the tonne of the voice any time it may need so you can share your feelings alongside with the important words you have to share.
· Audience – is very important that you have a group of people where to share the presentation, that means that a presentation could not be made if there is no audience.
· Knowledge – you need to understand what you are intended to present and make sure that is accurate 

       Following the presentation, you may be subjected to a question-and-answer session. This is the most upsetting aspect for many individuals.
       Plan ahead of time how and when you will respond to queries. Some presenters like to deal with questions as they arise throughout the presentation, whilst others prefer to respond to questions at the ending. You may state your choices to the public at the outset of your speech.







Presentation and organizational skills

          Planning and organizing tools, time, and resources will help you achieve your goals. They're valuable skills. There would be chaos if planning and organizing weren't done. Nothing would be accomplished, and everything would be a mess. Your personal or professional life will be so much easier with the right planning and organising!
         Organizing can be very difficult sometimes, in my opinion I should start with a to-do list prioritizing the important and urgent things to do following the rest of them in accordance with the importance of the problem or what need to be done.
        Multitasking is when you can do two or more things at the same time or at a small interval of time. Keep records of what you have done take note of what's done so you know what to do next. Do some research to find out if is something that can stop or affect the project to be conducted to an end and how it can be avoided. Managing your time, you should work out how much time you need to spend for each task to be finished correctly. Communicate always with the team or colleagues about any changes so each of you know what it needs to be done forward.
       Most likely, you have developed planning and organizing skills while:
Managing assignments, projects, seminars, etc. as part of your studies, or in extracurricular activities as organizing events, socials, trips, and raising money are examples of extracurricular activities or in the work environment - managing your workload, working in a team, setting targets, etc. or even in the activities related to travel, such as flights, vacations, arrangements for travel.
     If you need to explain in, you CV that you have these skills you can use expressions like: 
· Setting goals
· Setting deadlines
· Establish priorities
· Identify critical tasks
· Teamwork
· Strong communication skills
· Showing ability to use planning / organisation tools
· Decision making
· Estimate time and effort required to complete a task, but is not enough just to say it, it need to be proved as well.
    The STAR structure might assist you in effectively articulating your abilities. S.T.A.R are the acronyms for Situation, Task, Action, and Result.
It can be a way of putting yourself some question and answer yourself to find an action plan.
S-Set the scene, describe what happened, and what the issue was. 
T-Task: Describe what you had to accomplish. 
A-Describe what you did and how you did it; did you encounter any difficulties? 
R-What was the result? Did you succeed in achieving your goal? What did you discover?
In my opinion a plan always needs to be done and organizing thing in can help our life very much as well our achievements in life.
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