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1.Introduction

In this report I will use the formative feedback received on my final submission on task 1 I will produce reflective report on how the learning in this module has helped me develop a range of employability skills. I chose 3 employability skills:
- teamworking skill
- written communication skill
- time management skill
First I will start with definition and importance of employability skills.
Employability skills are the key abilities and characteristics required for practically any employment. Soft skills include the capacity to work well with people, apply knowledge to solve issues, and fit into any work setting. They also feature professional skills that will help you succeed in the workplace. These are also considered transferrable abilities because they can be used in any industry. Employers value employability skills since they indicate how well you get along with co-workers, team members, and customers, as well as how effectively you are likely to handle your job performance and career achievement.

2.Teamworking skills
[image: See the source image]

Teamwork skills are a set of interconnected qualities that allow you to function well in a structured group. It occurs when people work together and use their unique strengths to achieve common goals.“Each individual has unique gifts, and talents and skills,” says John J. Murphy, a specialist in business transformation and author of Pulling Together. “When we bring them to the table and share them for a common purpose, it can give companies a real competitive advantage. Working in a team allows you to flourish as an individual. You might learn something fresh from coworkers who have had various experiences. You can also learn from the mistakes of others, which can help you avoid making the same mistakes in the future.


2.1 What did I do during the class?

During the class, the lecture gives us an opportunity to work together in a team and to create a group presentation. The lecture separates us into different groups and gave us more than 1 hour to work as a group, in order to prepare our presentation and after that to present to our class. We made the decision that the best way to success in this activity is to create a plan of action. Our plan of action was to separate responsibilities among the group members. During the pandemic it is difficult to work together in a group, we were working online. Working on an assignment with others can be a difficult undertaking in some situations. However, we took into account the prospect of one person's thoughts sparking off another's, as well as the opportunity to develop ideas through conversation.

2.2 So what did I learn? 

For me, as a physical learner, it was very useful, and I learned a lot of things. Watching others’ group presentations, I see a lot of mistakes and I believe that I learned from their mistakes and will not make them in the future. By doing this presentation, I learned how to prepare content for a public presentation and strengthened my public speaking abilities. For me the most useful was the feedback from the lecture, because in my opinion providing students with meaningful feedback can greatly enhance our learning and an achievement. In my opinion, one of the best things when we work together is that every team should have a lead who can separate the tasks for everyone. The things which make the team experience great is a combination of several factors: skills, levels of trust, results focus, optimism, proactive. The most essential component, though, is how I feel about myself during the group team process, and good teams make things happen rather than sitting back and waiting for others to do something before they get started.

2.3 What I will do?

Following this project and becoming active in a group is an excellent approach for me to improve my teamwork abilities. Communication, planning, problem solving, and negotiating are some of the skills I will need to develop. Work on these skills, and my teamwork will improve as well. Also, I learned that key elements to successful teamwork are trust. Without trust and communication, the team will have difficulty functioning
effectively. I will talk less and listen more and will ask team members for feedback. If someday I will team for long period of time, I will create a team tradition. I think When teams have their traditions, and inside jokes, they will naturally feel a sense of unity.

3. Written communication skills

Written communication skill is the second skill, which I chose about my reflective report.
The objective of written communication is to attract your reader's attention and clearly convey your message.Certain characteristics are shared by all great written communication, and incorporating these features into your writing will make it more powerful. Emails, notes, business letters, blogs, webpages, and other forms of written communication exist. The main advantage of written communication is that it keeps a permanent record of the messages and may be retained for later study. Because written forms of communication are permanent, recipients can spend more time reading the message and providing appropriate comments.For discussing business-related subjects, written communication is the most dependable of all modes of communication.


3.1 What did I do during the class?

In this module I had an assignment to write a report about E-learning (online learning).The lecture gave information and knowledge about how to structure my work, how to format it, also he explained to me how to write in passive voice and everything which I needed to complete my work successfully. After that, I submitted my work, and he gave me feedback about my first report. For me and most of the students in my group, it was the first report which we wrote, and we all had quite a few mistakes, but after the feedback from the lecture we had an opportunity to correct the mistakes and to complete our work. In a point 7. Appendices I attached the form with the feedback provided my lecturer which says that my skills for the structure of my report is on a track to meet the expectations.

3.2 So what did I learn?
In this course, I learned a lot of things. I understood the meaning of written communication skills and the importance of using them in the future. I learned how to structure my work, how to use passive voice when I write a report, how to format my work (font size, font type). In my opinion, the biggest advantage was the feedback collected through completing my activity. It helps me to develop and improve my skills using specific examples.

3.3 Now what I will do?

If I have to write a report in the future in my workplace or at my next qualification level of education, I have a big understanding of how to write and format it. I will use my knowledge. For example, I will use passive voice to write an official report, I will format my work using 1.5-line spacing option. My report will include table of content, introduction, main body, conclusion and referencing list.
Also, I will write every day, in opinion writing every day will help to improve my written communication skills and I mean that it is enough to write small text - small as 3 sentences.

4. Time management skills
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Time management skills cover a wide variety of abilities that will assist you in effectively managing your time. Time management, in my opinion, is the key to success. Better time management can help you reach more and do it faster. To work smarter, not harder, and not longer than you must. Everyone has the same twenty-four hours, and we all wish for more hours in the day at the same point. Some of the most important time management skills include: organisation, prioritization, goal-setting, planning, stress management. Objective planning allows you to properly understand your final goal and what you need to prioritise in order to achieve it. Taking the time to develop each of these talents can help you organise your daily work, whether you are working, looking for work, or trying to learn a new skill.

4.1 What did I do during the class?

In my class lessons, I learned how important it is to have the ability to manage my time and the meaning of time management. We had a task to create a group presentation and to work in a team with other people. In this presentation, our task was to create a presentation about what is time management, to read the time management case study and to identify and list the student’s time management problems, and to explain how the student could use the 4D (Do, Dump, Delay. Delegate) time management strategy. Also, for my first assignment, we had a time deadline to submit our draft submission, so I had to organise myself and to manage my time to submit my work on time.

4.2 So what did I learn?

One of the most significant benefits of time management is that it allows us to be more efficient by allowing us to control how we spend our time.4 Ds of Time Management is something we discuss in more detail during the module. I understood how to use the 4 Ds of effective time management and how to apply it to my everyday tasks. When it comes to essay writing, the 4D's strategy is a well-known technique for time management. The 4 D’s of this stands for: delete, delegate, do and defer.


4.3 Now what I will do?

Now I know how really important time management is, I how the right way to manage it can help me to do more and faster. In the future, I will use 4 Ds of time management, because I believe it will help me to be more time efficient. Also, I will prioritise my important tasks. I know that the successful people are well concentrate on "not urgent but important" activities. When I have a task to complete, I will set a reasonable deadline and stick to it. Once I've established a deadline, I recommend writing it on a sticky note and placing it near your workspace. This will provide me with a visual indication to keep me on track.

5. Time management case study 

The practise of organising and planning how to split your time between various activities is known as time management. When an individual, no matter what age group he is, no matter what work he is engaged in, implements all of his functions in accordance with the time, he becomes more disciplined, well organised, and efficient. In our case study, Donna is a student and an employee who wants to have a social life, have fun with her friends, and spend time with her family. She has a deadline for a task. She does not have a clear plan because she is attempting to blend all of this. She chose to complete the homework on the last day. Doing anything at the last minute can cause a person to feel stressed and upset. Donna can overcome her challenges by employing 4d time management strategies.
DO- She must prioritise the most important activities first; for example, when she begins working on the project on Friday evening, she must aim to complete some of it.
Delay– She can hold going to church and seeing her aunt and uncle until next Sunday.
Delegate  - She can delegate her meeting with her friends while continue with her duties because they can play softball without her.
Dump – She must eliminate any needless tasks from her schedule.

6. Conclusion 
Employability is about connecting studies, personal development, and other activities in order to locate, obtain, and succeed in your chosen vocation while also contributing to society. Creating a solid employability profile will increase your employability and success in your profession. In this module Academic and Employability skills, we had an opportunity to learn, develop and work on the importance of these skills. 
In this report I showed some of the skills which I think were the most important for me. I used the Driscoll method to describe it, because in my opinion, the Driscoll model is an excellent reflective model..
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8. Appendices 

Formative feedback on Task 1 from my lecturer Mr. Yohan Mendis  


	
	Notes (Students need to tick the box [to the left] to confirm the respective attribute has been completed)
	Needs Improvement
	On track to Meet expectations

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

	Table of content
	3 Did you include a table of content?
	
	X
You will need to update this once you have finished your work

	Introduction
	4  Does your work have a suitable introduction which identifies the topic?
5  Does the introduction give the reader a plan of the main themes/concepts that you are going to examine in 
     the work? 

	
	X
X

	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)?

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 articles, websites.
This is why it is important to read widely on your topic.



9 Did you provide recommendations 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?
      Suggestion: Your main body should be approximately 80% of the word count.
	You need a minimum of 8 sources. You have listed only 3.


Your work consist of paragraphs which are directly copied and pasted. This does not show your understanding. You will need to write the explanations in your own words.

You need to add recommendations. What do you want the center manager to do after reading your report?

Ensure you produce the reference list using the Harvard referencing style. You need a minimum of 8 sources.
	

X












	Conclusion
	11 Does your conclusion address the work question?

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 mentioned elsewhere in your work but should be a short reminder of the points you have made in the main body of the work.
     Suggestion: Your conclusion should be approximately 10% of the word count.
	

Don’t forget to do this before the final submission.
Refer to the guidance document under week 5 of Moodle for more information on writing the conclusion.
	X

	
Time management, Referencing, Information search and Plagiarism.
	14 Was the Draft submitted on time?
15 Have you used a variety of sources (eg. books, journal articles, and websites)?



16 Are  all  of  the  references  that  you  use  in  your  work (in-text citations) shown  in  the  reference list at the end of your work?





17 Is the reference list constructed in alphabetical order?



18 Does your Turnitin similarity level indicate that, your paraphrasing skills are good and there is no plagiarism?
	
As mentioned above, you need to use at least 8 sources to get evidence to support your points.

Some of the citation sin your paragraphs were not listed in the reference list. Check to see if you have listed all the cited sources in the reference list.


Once you have added all the sources you need to organize it in the alphabetical order.

Your similarity score is 81%. This indicates that most of your work is copied and pasted. You will have to write the points in your own words to reduce the similarity. Once you have finished your work check it again. Ideally it should be around or below 20%

	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 written within the word limit?
	Make sure your pages are edited consistently according to the guidance provided on the assignment brief.



Instructions about the font type/size/line spacing can be found on the assignment brief. Please ensure you follow them in preparing your assignment.
Make sure you meet the expectations of the word limit. 
You need to use 3rd person language (passive voice when writing your work)
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