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[bookmark: _Toc110713608]TASK 1: My Employability Skills 
[bookmark: _Toc110713609]Introduction
Skills that employers highly sought after are the employability skills as they are the foundation for achieving professional success in any given field. Adaptive skills are necessary for the workforce, and companies look for candidates with employment abilities (Hendrawan and Daryanto, 2019). Companies will often outline a set of qualities they demand from their employees, in addition to a thorough mastery of the nature of the content and the technical components of the job. If an individual possesses these skills, the employer believes that person will be better able to do the job. Employers place a premium on employability qualities since they are seen as indicators of how well an individual will get along with co-workers and clients and how successfully they will handle workplace performance and academic achievement, as stated by Hind and Moss (2017). The report's purpose is to critically analyse my employable abilities in furthering my career at Essential Oils doTERRA. I plan to use a SWOT evaluation technique to further my professional development to examine my strengths and weaknesses. Further, by establishing a Personal Development Plan (PDP), I will advance in my job and become more marketable to potential employers.
[bookmark: _Toc110713610]Field of Profession
I am currently advancing my career profession at Essential Oils doTERRA company. The doTERRA was established in 2008 to spread the benefits of essential oils around the globe. A group of health care and business experts, inspired by the potential they saw in using these rare assets, endeavoured to make this vision a reality. The creators of doTERRA understood that sharing essential oils would require a novel business model. doTERRA has a direct selling approach where distributors work with consumers compared to mass marketing to best support personal encounters with essential oils. This more personalized method fosters trusting connections and allows people to experience the miraculous effects of essential oils directly. Furthermore, this approach made it possible for people to realize their economic security goals for themselves and their families. The corporation has utilised my marketability skills to boost output and advance organizational objectives.
[bookmark: _Toc110713611]Skills I Already Have
[bookmark: _Toc110713612]Adaptability
Adaptability is a crucial employability skill because of the rapid pace at which things can shift at work (Menz,2020). The capacity to modify one's behaviour in response to changing circumstances can mean the difference between maintaining a company's current level of success and falling farther behind. At the doTERRA Company, my flexibility skills have helped me to manage odd situations without explicit guidance from my colleagues or clients. I engage in these activities with both parties. In addition, my adaptability abilities have made it possible for me to advance in many ways, including expanding the scope of my self-awareness and engaging in purposeful Practice to achieve the goals established for the organization. Regardless of its significance, my capability to deal with change increases when I can adapt to new circumstances. I can alter myself directly from within, enabling me to thrive in any environment by helping company clients receive effective oils to support them. Rather than wasting my energy attempting to change my circumstances, I can now change myself to manage the company's activities efficiently.
[bookmark: _Toc110713613]Problem-Solving Skills
Skills in problem-solving are another employability characteristic that I possess, and they are helping me advance my professional and personal growth at doTERRA Company. One must be able to analyse a situation by breaking it down into its parts to solve problems, identify the most important issues and repercussions, and develop possible solutions (Güleç, 2020). My knowledge is expanded, and I learned how to apply employability skills from various disciplines to find solutions to issues that arise during my day-to-day operations. The capacity to think creatively and find solutions to challenges has been crucial to the development of humans. It refers to the procedures that I carry out to understand what is happening in the business culture, identify the features of that business environment that I would want to see changed, and then outline the activities that need to be followed to accomplish the intended result. According to Bowen (2016), the Practice of overcoming difficulties is the launching point for all innovations, the advancement of culture and society, and the basis of market-based economies. In other words, the act of problem-solving is the starting point for all these things. Overtoom, (2019). justifies the notion that issue resolution is the cornerstone for continual communication, education, and progression in the workplace.
[bookmark: _Toc110713614]Effective Communication Skills
Developing strong interpersonal and communication skills is essential for success in any setting, including the workplace (Abdurrahman, 2018). When it comes to the workplace, excellent communication may lead to better understanding and management of time, and all these things can be highly beneficial in furthering the mission and objectives of an organization. Effective communication is the process of exchanging concepts, feelings, views, knowledge, and data so that the message is perceived and interpreted in a way that is both clear and serves a purpose. When I communicate with my co-workers and customers at the doTERRA Oil firm, I ensure the information I provide is unambiguous, accurate, comprehensive, and concise. I also try to show compassion. I can improve the quality of my professional and personal connections due to my great interpersonal communication skills and ability to correctly communicate my thoughts and goals (Gravells, 2020). Consequently, I have worked to enhance my listening skills to comprehend and relate to other people's experiences. My exhibited communication skills were put to productive use. They were depended upon whenever I was able to express the results of my training program and tasks to the other students in my class through academic research and a competent presentation. With this talent, I will be able to clearly outline my duties and activities at the doTERRA Oil Company while making use of my interpersonal communication skills.
[bookmark: _Toc110713615]Leadership Skills
Employers value employees who possess leadership abilities because they want their workers to step up and take charge when it is essential, whether during the performance of the job or activities involving the team or because the employees are at a leadership level managing other people (Kalandia,2022). Leadership skills are a further employable ability that I possess and are currently influencing my activities at the doTERRA Oil Company. doTERRA Oil Company would not be where it is now without the leadership I bring to the table. I can influence people's behaviours so that they freely and joyfully work towards attaining the goals set for the group. In addition, I can keep positive interpersonal ties with the leaders who report to me and those who work under me, and I can inspire those people to work toward the organization's success. My leadership qualities drive other employees to work hard to receive money and non-financial incentives and ensure that the work is completed effectively. A person's level of motivation is directly correlated to their level of success in life and increasing my level of motivation while working for the doTERRA Oils Company is my primary objective.
[bookmark: _Toc110713616]Employability skills I need to develop
[bookmark: _Toc110713617]Time Management Skills
My primary focus for expanding my professional field is improving my time management abilities, which are also employability skills. The efficient time management performed by groups can provide solutions to many of the problems that plague organizations.   Managers must adjust their management style following the dynamic nature of the environment for efficient work. If this does not occur, there is a risk of serious problems relating to time management. Using teams as a means of accomplishing work is not just a unique technique but also a significant shift in how enterprises are managed (Chase et al., 2018). It is a symbol not just of the organizational changes but also of a massive shift in the company's culture, which has shifted from being employee-cantered at the bottom to becoming boss-cantered at the top (Menz, 2020). Since I can successfully manage my time, I have fulfilled my obligations within a reasonable timeframe. One of my classes required me to work on a team project with many other students, all of whom had unique contributions to the final product. It was first necessary for me to determine how we all would contribute significantly to the tasks that had to be accomplished.
[bookmark: _Toc110713618]Collaboration Skills
The ability to successfully collaborate toward a common objective with others is enabled by employees who possess the skill of collaboration (Durrani and Tariq, 2020). These include taking responsibility for one's errors, actively listening to others, communicating properly, recognizing the differences among co-workers, and participating actively in group discussions. In addition, they consist of comprehending a diversity of viewpoints, effectively managing the priorities of all members of the group and living up to the expectations of being a dependable member of a group. Making sure that everyone on the team is pulling in the same direction and working together is one of the most important things you can do to help doTERRA Oil Company achieve its goals. Working well with people will enable me to contribute to completing the company's goals collaboratively. These skills are necessary because teamwork is required in most working contexts (Hendrawan and Daryanto, 2019). I need to cultivate a productive working relationship that demands a spirit of cooperation and mutual respect. Employees who can work well as a group member and are prepared to strike a balance between individual success and the group's needs are often sought after by employers.

[bookmark: _Toc110713619]My PDP Plan
	What is to be done
	Development Plan
	What is needed for achievement 
	Time frame

	Development of collaboration skills 
	Focusing on developing collaboration and teamwork for possible effective team management and increasing company productivity. The ability to successfully collaborate toward a common objective with others is enabled by employees who possess the skill of collaboration
	I need sufficient training and the development of employable skills. In addition, it would be necessary to seek direction from the instructor and use the lecture notes available on the internet and in the classroom.
	One Week

	Development of time management skills
	Formulating a detailed plan and maintaining attention to it throughout the process is necessary to enhance one's capacity to manage time effectively. It is important to avoid any conflicts of interest, which might slow down the process of one's goals being accomplished.
	Improvement of my management abilities through the acquisition of employable abilities and training that is suitable in scope. Furthermore, I will need support from the professor and class notes that can be accessed online or at the physical location where the lectures are being held.
	One week seminar 

	Improving communication skills 
	To improve my competency in communication and interpersonal skills that l already must enhance my success in my professional field and at the doTERRA Oils company. 
	I need sufficient training and the development of employable skills. In addition, it would be necessary to seek direction from the instructor and use the lecture notes available on the internet and in the actual classroom
	One week

	Improving employability skills in leadership
	My development plan is to focus on developing my competency in leadership and teamwork spirits to improve my employability skills 
	Resources needs would be proper online publication materials and sufficient lecturer notes 
	One week 




[bookmark: _Toc110713620]My SWOT Analysis Model
	STRENGTHS
· Technological competencies 
· Effective organising capabilities skills 
· Effective marketing leader
· Proper negotiation skills
	WEAKNESSES
· Insufficient prior experience necessary for employment
· Incapability to market successfully in any way to increase sales
· Impatience of various issues 

	OPPORTUNITIES
· Enough training opportunities on employability skills
·  Employable opportunities to enhance skills
· Availability of capital resources for career development 
· Support and guidance from the instructors
	THREATS
· Inconsistency in the employment opportunities available for me to advance my career
· Strong rivalry in my area of professional expertise
· Downsizing of the company
· Poor management






[bookmark: _Toc110713621]Conclusion
In summary, organizations need individuals with employability skills if they get them on board and have any hope of achieving their goals. These abilities are crucial for my future success and promotion at doTERRA Oil Company Limited. Improvement and growth in productivity at many businesses can be attributed to the development of skills such as problem-solving, leadership, cooperation, time management, adaptability, effective communication, and negotiation (Durrani and Tariq, 2020). Through the SWOT analysis methods, I have analysed the positive and negative external and internal factors that impact my professional progress. After taking stock of my shortcomings, I realised I needed a solid personal development strategy to help me take the right steps toward increasing my employability. Thus, employees and management must understand the numerous employable skills and competencies to maximise business production and efficiency.
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[bookmark: _Toc110713623]TASK 2: Personal Reflection on the Module 
[bookmark: _Toc110713624]Introduction
The extent to which a person achieves success in their professional life is directly related to the amount of time and effort they put into their development. To improve my chances of satisfying the criteria for career development, I have demonstrated that I can complete all academic requirements. Hanks et al. (2016) justify that the skills in academic writing, referencing, time management, presentation skills, and public speaking are among the most valuable ones one may learn through self-awareness and effective self-evaluation in terms of boosting one's professionalism and employability. Due to its emphasis on self-reflection, Kolb's reflective model has been fully incorporated into my examination, allowing me to showcase my current strengths and grow in the areas that need improvement.
[bookmark: _Toc110713625]Kolb's Reflective Model
I have shown how critical it is to develop skills valued at the university and by employers by reflecting on what I have learned in this program. I have employed Kolb's Reflective approach to help me reflect more deeply on my learning and evaluate the effects of acquiring certain academic abilities. It became clear to me throughout the course that I need to work on several skills, including public speaking and presentation skills, time management, referencing, and academic writing. Using Kolb's Reflective approach, I could assess my academic and professional progress and determine necessary changes to boost my performance (Koh and Tan, 2018). Primarily, this methodology relies on concrete experience, reflective analysis of my experience, theoretical abstraction, and practical experimentation. This model has helped me immensely in developing a consistent reflection of my own experience across the entirety of the learning module to better my employability abilities.
[bookmark: _Toc110713626]Concrete Experience
Real-world experience evaluation is crucial in the professional and educational sectors. It might have helped me figure out how I felt about what happened. After completing the course, I realized how important it is for everyone to have the ability to evaluate information critically. For my career, it may have helped people improve their performances in a wide range of exposure to developing marketable abilities (Tesh and Kautz, 2017). By providing an overview of my proficiency in academic writing, time management, referencing, public speaking, and presentation, the current learning module has helped me achieve a higher improvement score. My attendance in time management courses was motivated by a desire to improve my personal and professional efficiency (Lim e al., 2019). Training on academic writing and referencing research increased my awareness of the importance of paraphrasing, grammar, and language competence. I believe my academic abilities would have improved significantly with their help.
Applying Kolb's reflective model to describe real developments may have aided in reviewing and analysing internal aspects, but it has also elevated individuals' perspectives. The significance of Kolb's reflective model may be seen in its usage to describe what occurred throughout the course module (Sambell et al., 2020). I have been able to impose accurate and in-depth knowledge and comprehension in line with the event I have been experiencing by honing my competencies in time management, academic writing, and public speaking and presentation. This comprehension has allowed me to do better in school. If more people are aware of this, I can inform more individuals. I will be able to put in the effort to boost my team's efficiency with the proper learning and training I have received.
Furthermore, I may have learnt how to manage my time better to fulfil assigned duties and apply leadership skills to my group members by leading them towards a unified purpose (Garcia-Palao et al., 2019). Time management has improved since I can now comprehensively describe a single occurrence and the associated feelings and thoughts. I need a visual representation of the happening to improve multiple people's knowledge bases at once. The time spent on individual tasks can be reduced by using task-based communication (Austin et al., 2020). It may have facilitated my efforts to enhance my marketability to prospective employers.

[bookmark: _Toc110713627]Reflective Observation
I began to realize how much of an effect my actions and reactions had on this module as I reflected on the work I had done in class and the many learning activities I had performed. My eagerness to learn more about the themes meant that I thoroughly enjoyed the module classes and had fruitful conversations with my classmates. The module instructor probably interpreted my posture as a sign that I would be able to master the necessary academic skills, such as giving convincing presentations, writing scholarly papers, properly citing sources, and managing my time effectively. In addition, I had access to supplementary resources in the form of a laptop computer, which I believe would have been useful in gaining exposure to internet reference resources. I also thought about how well I could interact with my classmates in our group discussions to contribute to our understanding of the module material. As a result, I learned much from practicing public speaking and giving presentations. The comments I received helped me focus on the areas where I most needed to develop. In addition, I believe that our motivation and the direction from the module tutors had a major impact on our class and group discussion.
The learning session has equipped me with a lot of knowledge that will enable me to improve my writing and analysis skills for future academic endeavours. My professional development is also aided by my enhanced time management and communication skills (Ping and Xiaochun, 2018). To ensure I am prepared for the challenges of furthering my education and career, I have documented all I have learnt thus far. The individual academic seminars have provided me with a framework for thinking about how to best use my time across each assignment. Kolb's model suggests that being able to evaluate studies critically is fundamental to understanding their relevance (Ardian et al., 2019). As a result, I could organize my to-do list and make better headway toward my objectives. And in terms of building a solid resume, I find it helpful to reflect on my past and present successes (Sambell et al., 2020). Evaluating a solution allows me to share my results with others and has the obvious benefit of enhancing communication within the group. In addition, with the help of others' comments and a report, I'll be able to show how my efforts in evaluation skills training have enhanced my public speaking and time management abilities.

[bookmark: _Toc110713628]Abstract Conceptualisation
I believe that by learning skills such as public speaking, academic writing, and even time management, I will be exposed to pertinent organizational terminology that will demonstrate my expertise in the field where I am seeking employment and the skills necessary for my professional development. However, to attract the attention of prospective employers who could benefit from the academic talents I have acquired and put them to use, I intend to be more cautious in the words, expressions, and general tone I use. Keeping up with my lessons could teach me how to weave together a few lines into a complete paragraph. I am doing my best to stay on top of things (Austin et al., 2020). The academic writing abilities will give me a deeper comprehension, allowing me to arrange my thoughts better and produce an essay using the relevant terminology. My current study plan will allow me to acquire academic skills in logical development, ultimately increasing my self-assurance (Cooper and Shoolbred, 2019). Most of my colleagues believe that the educational program I am currently enrolled in provides me with the best effective techniques for improving my academic performance and employability, all while contributing to expanding my current skill set.
[bookmark: _Toc110713629]Active Experimentation
Applying the skills and competencies, I received during my learning session can be used by proper demonstrations in different areas. For instance, my public speaking and presentation skills have been demonstrated through analysing and presenting some of the class tasks and assignments to class members incorporating various presentation techniques such as a PowerPoint presentation. My public speaking and presentation skills have been successful and effective because of my clarity and conciseness on various matters as I speak to my colleagues. Whether I decide to prepare my talk in advance or follow the flow of things, I need to be able to produce talks that are logical, cohesive, and straightforward and that touch all the topics I want to make. I need to be able to tell stories and use comedy effectively, and I must be able to do so. In addition to being a type of performance art, giving speeches in public necessitates the development of writing skills, which I was able to accomplish by studying academic writing.
My referencing skills have improved as I can successfully apply them in my research projects and class assignments. I have incorporated various referring strategies that I have learned into my study work, such as the Harvard Referencing Styles, to acknowledge the contributions made by other authors and researchers properly. I have made it a point to properly cite any academic work I have used other authors' concepts, language, or studies, including any work I have done. In addition, understanding the various referencing techniques has made it easier for me to provide credit where credit is due to the authors whose words and concepts I have appropriated. I recognize and respect the rights of a certain researcher by recognizing and respecting the rights to the intellectual property of a given scholar whose work I have cited. As a student, I have access to the millions of thoughts, observations, and arguments written by other authors, many of whom have spent years conducting research and writing. The only thing that is required of me is to give them credit for their contribution to my project.
Furthermore, my time management capabilities have been demonstrated with my ability to organise group discussions by setting the time members are expected to arrive at the discussions, an activity that leads to the sanction of members on failure to arrive on time for group work. This act has helped me see the importance of incorporating time management into various activities. My ability to multitask, effectively use my time and accomplish important deadlines is made possible by my skilful use of time management strategies. My ability to manage time effectively demonstrates not only my professionalism but also my multitasking prowess. I am open to participating in group endeavours while still accomplishing company goals. Ghiasvand et al. (2017) justify that demonstrating successful time management on a curriculum vitae can also be an extremely effective tool when searching for work.
[bookmark: _Toc110713630]Conclusion
Perhaps I could have benefited more from the analysis if I had taken the time to reflect on a specific circumstance and show that from all angles. Time management and effective communication may also be important considerations in my study (Austin et al., 2020). Focusing on a group presentation, in which I would have to synthesize the findings of my colleagues, could be an efficient use of my time. As a student and an employee, I will depend on the assistance of my peers and superiors to develop these abilities. I need to sharpen my critical-thinking skills to be an effective team leader who keeps everyone on the same page and schedule. I have developed academic writing and public speaking skills throughout the curriculum that will allow me to showcase my competence in this area. Following Kolb's reflective cycle helped me gain insight into the factors that should be considered when enhancing academic skills and increasing employability. After conducting this investigation, I have concluded that Kolb's Reflective framework is an excellent method for establishing how I investigate the adequacy of my critical thinking in each situation. The deficiencies in my skills in public speaking, academic writing skills, referencing, and time management are now clear to me.
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