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1.1 INTRODUCTION

There are a large variety of skills required within our daily lives and work. These skills can range from communication, time-management, problem-solving and achievement of goals. Many of these may have begun, practised or been completed during school, work life or qualifications for personal skills. Development of these abilities is crucial in life as they help with employment for a successful job such as in an interview, a written CV or for your job. Additionally, since starting at university, I have learnt a lot in a short period of time. These abilities have helped me grow as an individual, student and employee. 
EMPLOYABILITY

2.1 DEFINITION

“A set of achievements – skills, understandings and personal attributes – that make graduates more likely to gain employment and be successful in their chosen occupations, which benefits themselves, the workforce, the community and the economy”
(Professor Mantz Yorke (2004)'Employability in Higher Education: what it is- what it is not', Higher Education Academy/ESECT)
2.2 EMPLOYABILITY SKILLS  

Employability skills range from working under pressure meeting deadlines to having the ability to adapt to new situations. Developing a range of employability skills is very important and is essential in finding a good job. In the eyes of an employer, having a larger set of skills puts you in a better position in an interview as it shows you have worked in many different places and are able to work efficiently in a business. Also, it means you can adapt to different situations in the workplace which overall makes you a more credible person. Over the 15 years I have been working, I have learnt many skills required in the workplace and I am still learning further skills as an employable individual. A key thing is that I can always continue to develop to higher levels and new context. The point is that I can use and improve all the time but never fully complete them, as there are always different complications in the upcoming future. 
During this module, I have learnt many academic skills, which not only helps me as an individual, but with my employability. I have developed many strategies to learn and can handle myself in a variety of surroundings. 
2.3 MANAGEMENT OF SELF 

Firstly, one skill I have learned over the past few years as a waiter is managing myself due to a busy environment. Whilst adapting to my surroundings, I have absorbed a range of skills to work independently like managing my time effectively by arriving promptly, accepting criticism constructively and working efficiently to improve my performance. Not only that, I am able to present my academic flexibility, by noting that there may be more than one way to resolve an issue. I am able to set myself sensible targets to reach, like taking over an executive when they are in need of assistance. 
2.4 MANAGING MY LEARNING

Secondly, as well as managing myself, I am able to control my learning process. I can understand situations, like conflict between people, examine the situation and come to a reasonable conclusion. These circumstances demonstrate my learning process and my personal growth, establishing that I can adapt to new, different learning strategies. I am able to achieve this as an individual or cooperating with my peers, who support and guide me along the way. 
2.5 PROBLEM SOLVING

[image: Image result for learning]Thirdly, over the years, I have learnt key problem solving skills. The procedure of my problem solving is: I distinguish the central feature of the situation, process, determine different ways to resolve the problem, implement my plan and analyse the outcome, whether it succeeded and had a positive impact. If not, I learn from my mistakes and work my hardest to improve for a next attempt. Although, I am aware of the standard process, if I mishandle it, I take responsibility for my actions, and am kindly corrected by my companions, which make me stronger and help me for future reference.






PERSONAL AND KEY SKILLS

3.1 GENERAL

I have developed many personal skills, due to the module and my work life, where they all have helped me in different aspects of my life. It is important to have them because it helps me complete my work successfully at high standards - this includes both my work and education. I can balance my time with work, education and my personal life, showing my time management skills.  I maintain confidence in my work and an appropriate attitude. I research information and then use it effectively. Furthermore, my communication skills have improved and I can deliver my opinion and ideas clearly and respect others views as well.  I like to express a positive work ethic and be part of a healthy environment. I have an understanding that I need to be open-minded and obtain the knowledge to continuously develop. I take responsibility for my actions and learning and I am able to evaluate my personal performance. If it is not at its best, I work my hardest to excel, where I need to strengthen and develop them myself. Employers want and require candidates with strong academic, employability and personal skills, which affects the outcomes of large businesses worldwide today. All of these aspects make me stronger and I am motivated and passionate about my work, which contributes to my success. I am a responsible employee and people can rely on me for help, as I meet deadlines and complete tasks. 
3.2 COMMUNICATION

A personal skill I have developed is communication. By working with my colleagues in a learning environment, it has helped my confidence and I can verbally speak to an audience. I have the ability to develop an argument and can sustain and defend that argument in a reasonable manner. My academic skills have also improved; I am more comfortable with the idea of modern technology. I am familiarised with the process and it has made things easy and efficient. I am capable of: using diagrams, charts and illustrations; producing a range of written documents, like presentations, essays and reports; and utilising suitable design, correct grammar and precise information. However, this is an area of developing new skills and in need of improvement. I can both listen attentively to advice or new information and guide others with instructions. I encourage verbal and written communication and try my best to excel at both. 
3.3 WORKING WITH OTHERS

During the module, not only have I learnt to work with people, I enjoy co-operating with a diverse group, as I discover different things every day. Even though others may have a different opinion to mine, it’s best to understand their point of view and where they are coming from. By developing new relationships, it helps for future reference in case I need to work with them again. In class projects, I am able to: incorporate ideas of my own, appreciate others opinions, negotiate to adapt theories and come up with a summarised solution, delegate in appropriate tasks and stand back to include others and respect their view. I adjust to the needs of the group by trying different roles and work hard to evaluate the result of projects. Whilst working with others, I build many relationships, which helps me as an individual as I am more comfortable working in a healthy learning environment. 
ANALYSING STRENGTHS, WEAKNESSES, OPPORTUNITIES, THREATS 

4.1 ANALYSIS

I am able to analyse my personal performance, including my strengths, weaknesses, opportunities and threats for the future. I believe it is important to assess my strengths to make sure I perform them at my best abilities. On the contrary, it is equally important to consider areas of improvement. This way I can recognise available opportunities where there may be difficulties in the future. 
4.2 STRENGTHS

I have a variety of strengths, which helps in all different areas. Like, work, education and employment. 
· Reliable and hard-working
· Attention to detail 
· Ability to take initiative 
· Can get along with people. 
4.3 WEAKNESS

It is good to notice any weaknesses, as you can improve and develop those skills for future reference. 

· Time-keeping
· Lack of confidence when dealing with different people
· Little experience related to academic studies
· Lack of spread sheet and database skills

4.4 OPPOURTUNITIES 

· Gain experience of dealing with people
· Get experience of the world of work
· Work in a team
· Earn money

4.5 THREATS

· Being unsupported at work
· Fitting into the company culture
· Transport problems may result in my unreliability

(University of Exeter 2009-10)


INFLUENCE: THE PSYCHOLOGY OF PERSUASION BY ROBERT CIALDINI 

5.1 INFLUENCE
The book ‘Influence’ by Robert Cialdini explains how the human brain takes short cuts when faced with a problem. It explains why people answer with “yes”. I learnt six lessons and how to use them to become a smart persuader. It also taught me how to trick the brain of another person to make a certain decision. Cialdini expertise is persuasion and influence and his book taught me how to apply these certain skills and understandings. 
5.2 RECIPROCATION 
· “The rule says that we should try to repay, in kind, what another person has provided us.” 
· Example - if someone buys you lunch, you feel obligated to buy them lunch next time.
5.3 COMMITMENT & CONSISTENCY 
· “Once we have made a choice or taken a stand, we will encounter personal and interpersonal pressures to behave consistently with that commitment. Those pressures will cause us to respond in ways that justify our earlier decision.” 
· Example - Maintaining your religious affiliation, even though there isn’t a shred of evidence that confirms what you believe is in any way true.
5.4 SOCIAL PROOF 
· “The principle applies especially to the way we decide what constitutes correct behaviour. We view a behaviour as more correct in a given situation to the degree that we see others performing it.”
· Example - you laugh at a joke because your friends are laughing, but you don’t even get it.
5.5 LIKING 
· “We most prefer to say yes to the requests of someone we know and like.” 
· Example - cliques that form in high school: athletes, nerds, band geeks, and eventually everyone found a group they associated with the most.
5.6 AUTHORITY 
· “There are sobering implications of this finding for those concerned about the ability of another form of authority—government—to extract frightening levels of obedience from ordinary citizens.”
· Example - policemen, firemen, clergy, office managers, and celebrity figures. 
5.7 SCARCITY 
· “Opportunities seem more valuable to us when their availability is limited.”
· Example - limited time offers, where a certain product is in short supply that cannot be guaranteed to last long. 
5.8 MY OPINION
I like the way Cialdini has interpreted his answers and explanations in a different, yet, interesting way. His book is unique and approaches the human brain with sensible answers. 
6.1 CONCLUSION

[bookmark: _GoBack]To conclude, since I have joined this module, it has helped me gain certain skills that not only help me as an individual in my personal life, but my employability. I can now apply these sets of skills with ease. For example, my social life when working with others, initiative when problem solving, managing my time with family, education and work and my confidence in communication skills. However, I know that there is always room for improvement. 
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