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Executive Summary 
Employability skills should be taught at every graduate level which is demanding as well for the success of the students in their careers. This report will analyse the essential employability skills and their importance along with the relevant templates. 
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[bookmark: _Toc87273323]Introduction 
Employability skills are known as the set of personal attributes, related skills and knowledge in order to make an individual employable in all aspects. Higher educational institutes always try to make their students more employable by implementing and developing different methods and through exercising several measures to strengthen and to grow these skills in them. This written assessment will be based on the employability skills which are being taught in this module. The importance of the taught employability skills will be analysed along with their relevant template. For instance, for time management skills, 4D time management will be attached. Besides this, a template on personal development plans will be drawn for overall evaluation. 
[bookmark: _Toc87273324]Employability skills that helped to develop in this module 
Time management skill 
Time management skill is one of the significant employability skills that I am being taught during this module to understand how to organize and divide my time between my priorities and activities. Higher education students are required to adequately manage the overall academic time so that the challenges can be handled appropriately by fulfilling all the daily activities (Sainz, Ferrero and Ugidos, 2019). 
	Category 
	Actions 
	Examples 

	Do 
	Completing the tasks that take few minutes to complete 
	· Printing the assignments 
· Replying to the email if required 
· Group discussions over phone callings 

	Defer 
	Pausing the tasks temporarily that are not required immediately
	· Planning ideas for new assignment as the submission time is far away 

	Delegate
	Reassigning the tasks
	· Reworks that came for the previous assignments 

	Delete 
	Removing all the unnecessary tasks from the schedule 
	· Unnecessary hangouts frequently 



Note-taking 
Note-taking is another vital skill that I am learning in this module which is known as the most valuable underrated skill for higher education students. This skill is important as it helps the students like me to become more able and effective in pursuing the objectives of being an entrepreneur, student or even a writer. Note-taking enhances us to become successful employees in future as it helps to remember all the information as well as enable us to understand that information. 
Team working skill 
I am learning another important employability skill during my course called team working skill. It is involved with the students and even with the professional workers in their daily lives as its ability and performance lead the project to attain success and growth. Fostering cultural humility within the team supports better intercultural group working relations and inclusiveness as well (Markey et al., 2021). I am being taught to have two things to make my team working skills more effective including growing emotional intelligence and delivering a clear vision for the entire team. Businesses are now requiring diverse knowledge and skills of teams for arriving towards success and that is why this skill is considered as the most important employability skill for the students. 
[bookmark: _Toc87273325]Own Personal Development Plan 
	Goals and Objectives
	Where Now?
	Will be?
	Activity 
	Resource
	Timing 

	Want to learn the important employability skills 
	Could be better
	I have to take the classes regarding employability skills on a regular basis 
	Practicing in real life along with researching and studying through several books 
	Internet
	Within 3 months 

	Attending workshops and training sessions to learn important life skills 
	Could be better
	have to attend the classes regularly 
	Doing more practicals 
	Internet and University library 
	Within 6 months 

	Want to learn latest technologies related to my studies 
	Not in a good condition 
	Should give more time on learning sessions 
	More practices 
	University library and lab
	Within 4 months 

	Want to read more academic books and journals 
	More to do 
	Should give more time to read 
	Reading practices 
	University library, online journals 
	Within 6 months



[bookmark: _Toc87273326]Conclusion 
From the above interpretations, it can be concluded that all the above-mentioned employability skills are involved with our daily lives to reach success. 
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