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Introduction  
The aim of this assignment is to Produce a reflective feedback summary of what I have learnt in my last term module, I will be analysing the academic and employability skills that I have achieved. In my writing I will be aiming to explain the importance of the skills and its significant role it plays in my personal and professional life. I will try to describe how and why I developed the employability skills and why they were given a priority over other skills. Learning and improving is a key learning factor in this module, therefore I will explore my weaknesses in the employability skills and look at the skills that I would like to improve on, I aim to explore different ways of improvement. I will be using referencing from textbooks, journals articles, current news articles and websites to support my research study.

Employability Skills  
In our previous term we learnt about various Employability Skills that are essential in our daily and professional life. We looked at how and why these Skills are necessary and how they are performed on a day to day basis. For my personal development I have analysed and have conclude that Communication, Team Work, Time Management, Flexibility and Leadership skills are most significant and will have a bigger impact on my future career. After carefully reflecting on my module term one I can say with confidence that I have gained both knowledge and experiences by studying these skills. I feel more confident within myself and believe these skills will enhance my career further.

· Time Management 
Time Management is the process of planning and excising conscious control of time spent on activities. In today’s world one of the most precious thing to human beings is ‘Time’. Time Management is not only referred to work environment but also broadened to personal time. Kallayil (2015) has stated “The lists of how you should use the time or hours each day will contain the things different activities with different primacies”.  
Being self-employed I did not give importance to this employability skill as I was not required to maintain a specific timetable, I’ve been self-employed for several years now and not having a regular timetable or a regular routine I have been poor in time keeping, I would always attend late to meetings and appointments. The module has taught me to understand the importance of time keeping and its benefits. After writing my assignment for term one which is based on Time management I now understand how crucial it is to manage Time. I had to do a lot of research on Time Management to write my assignment, this included contacting high profile businesses as well as the local authorities, I had to gather information by speaking to managers and junior team members. The common question I asked was how they maintain their time keeping to a high standard and why it’s so important. From my research study I understand by focusing on Time Management I can have a healthier life style as well as a very organised life style. At that period, I was finding it difficult to maintain my working hours as well as studying, I knew I had to make a change to find a balance between work and study. Being inspired by a finance Manager who works at my Local Authorities I had decided to follow his footsteps as an example to fix my Time Management. I started by drawing up a weekly ‘To do Task’ sheet, in there I listed my lecture hours and the number of hours I needed to work to earn my weekly target, on my ‘To do Task’ sheet there were hours left so I filled them up with extra learning hours and rest time. My target was to follow this plan for two weeks and see the difference. As the week started I was excited and energetic, I was really looking forward to a new beginning, I believed this was the correct decision and a better way forward. I followed the task sheet and kept disciplined for two weeks, when I was reviewing after two weeks I found the plan to be useful and it worked, since then I have maintained to drawing up the task sheet for every week. Following this method has brought me a positive outcome, I am able to achieve all my daily task and have some spare time to do other things, I feel I have a lot more energy now throughout the day as I am not stressed of running late or having too many tasks to do, Time Management helps me to spread out my workload. I feel the difference between now and before, I am happier and more active as to being moody and stressed.



· Communication 

One of the key employability Skills that is very important is Communication Skills. the definition of Communication is often described as Information that is being exchanged or to express an idea between people, there are many forms of communication, such as face to face, through technology or it can be even in writing. Heathfield (2017) states “Communication is exchanging information between two people”.  A person that possesses excellent communication skills is a sign that he/she is a very confident person when it comes to talking, whether he/she is interacting face to face or talking in groups or even presenting them self to a large audience. Communication Skill is regarded as the most vital skill that is required to a high standard at home, workplace or even outside in public place. For example, at workplace its crucial to have excellent communication skills because employers will be looking to hire personnel who is able to interact and speak with fellow peers in a way that they can comprehend and understand what they must do. Communication also refers to body language and eye contact and are key to when people communicate with others. These skills are given great importance because without them people will find it difficult to understand each other which will lead to break down of understand each other. While learning this module in term one I learnt the different ways of communication such as face to face, emails and Telephone communication. By studying and understanding this skill it has given me a great deal of confidence and ability to communicate with people without any hesitation or nervousness.
Face to Face
This module has taught me to find this method of communication much more easier compared to before enrolling on the course, it highlighted the key points such as, I can visually see them, I am able to see their body language, their facial expressions, their reaction to my communication, I am able to judge by their body language and eye contact to see if the communication is heading towards positive direction. Here, I can visualise their objective and get message across and at same time, receive feedback from them immediately. Observing all these important factors on face to face communication it has increased my confidence when approaching a person. Before the module I would be little nervous in meeting people, I would be worried as I didn’t know what to expect from them, I always felt scared when engaged in a conversation as I didn’t have the knowledge of the possibility to judge the conversation through body language etc. overcoming these issues gives me a better chance to be employed in a large and successful company.
Emails and Telephones
Studying Digital Skills as part of this module has enhanced my knowledge when using Emails and Telephone to communicate. Digital Technologies play a very important role in this 21st century. Majority of the correspondence that are being used today are emails and telephone compared to the old-fashioned letters. After analysing these skills and its advantages such as it’s a faster way of communication as well as saving time and money I can say, these skills do and will play important part in my life. Attending digital lessons has given me the opportunity to learn how to use a computer and its software’s accurately. Paying attention to details I can confidently say I am able to use any computers regardless of its make and brand, I have gained the experience of typing faster word per minutes as well opening files and emails. Understanding how telephone conversation is transmitted I am clearer and well-spoken when engaged in a telephone conversation.

Improvements 
It is important for self-development to reflect on ourselves to identify the space where an improvement can be made, sometimes we are arrogant or ignorant to dismiss self-improvements, by not reflecting our position, work, behaviour, etc, it can stop us from being successful. If we can identify the areas where we need to make an improvement on then we can cut out the future errors, we would able to rectify the mistakes and make the appropriate change that is required.

· [bookmark: _GoBack]Team Work 
Team Working is a successful formula that are used by organizations to achieve their aims and objectives, businesses such as supermarkets (Tesco, Sainsburys etc) or food chains are example of success and growth, by working together which cannot be achieved by working alone. “Two heads are better than one, not because either is infallible, but because they are unlikely to go wrong in the same direction.” – C.S. LEWIS (1941).  This is another important employability skill which is very essential, studying the importance of team working in term one I have been very keen to develop this skill to a high standard. As I am self-employed I don’t need to engage in team work as part of my employment, however as my future is to get out of self-employment and to be employed in a leading successful company It is beneficial for me to gain further knowledge and experience in that field. Currently I am not very comfortable working with other people or groups, I have maintained my own time and done things at my own pace, I don’t like the idea of others instructing me orders and disregarding my views and opinions which tends to happen sometimes in while team working. This is an area where I would like to improve and find a balance between self-employed and working with others.  

· Leadership
The ability to lead effectively relies on experience and knowledge as well as self confidence and determinations. There are many leaders in the world some are liked, and some are disliked. It is important for us to have leaders, at home, at school and at workplace. Leadership roles are given to bring out the full potential of individuals and to protect the weaker members of the team. I was given the opportunity in term one to be the Team Leader for our group presentation, I turned down the role as my self-confidence was very low, I didn’t have the experience of leading a team, I felt like I would not able to manage the team and deal with conflicts that might arise. I believe I have the motivation and the determination to be a leader however I would need to improve on my confidence level and learn how to manage conflict or difficult situations., these improvements are essential to earn team members trust and confidence.




 Conclusion
To conclude the report understanding the Employability Skills are very important and are great skills to achieve. Gaining knowledge and experience about these skills will be beneficial for present and future. Studying this module has given me a great advantage of enhancing my career, having studied about Employability Skills has given me the insight of what to expect in a work environment, the time and effort I inputted to do my research has provided me with information which are equivalent to real life work experience. By reflecting on my improvement side, I have managed to identify the skills that require my full attention. With my desire to achieve my goals and my ambition to succeed I am confident I will excel on improving my weaknesses.
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