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[bookmark: _Toc28875001]Introduction
The aim of this report is to provide the reader information by analysing my own academic and employability skills and for them to understand those meanings. There is a couple of methods used in this report such as SWOT analysis, and Personal Development Plan. This report helps the reader better understand most of the skills, soft or hard skills. Also, how they can fit on an individual, how they help grow personally and academically development plan, including class work, exercise and relevant information. 

[bookmark: _Toc28875002]Skills
Skills is an ability and capacity acquired through deliberate, systematic, and sustained effort to carry out complex job functions involving ideas. Which means is the ability to do something well, carry out a task with a result, often within a given amount of time, energy. Skills can be simple, such been an event planner or more complex as playing a musical instrument. (Morgan, 2003) There are many skills  in people’s life if they want a better-quality life.
[bookmark: _Toc28875003] Employability Skills
These types of skills will make you stand out which means the employability skills have been cited by employers as the skills most critical to workplace success in the 21st century economy. These skills include critical thinking, problem solving, oral and written communication collaboration and teamwork, creativity, self-management, learning responsibility professionalism, ethics and technology use. (Wyman, 2015)
 Students must be provided this opportunity to gain these skills and learn. Also, during job application and interview process. Employers are looking for applicants with both skills which are hard and soft skills.
[bookmark: _Toc28875004]Hard Skills
Hard skills are teachable measurable abilities which is easy to quantify. they are valuable employers and employees which can perform their job more effectively and efficiently. For instance: learning foreign language, get a degree or certificate. These hard skills include web design, typing computer programming.
[bookmark: _Toc28875005]Soft skills 
Soft skills are subjective skills that are much harder to quantify. Also, known as “Interpersonal skills”. For instance: communication, flexibility, leadership, motivation, problem solving, teamworking, time management etc.
I am going to elaborate for soft skills and describe in detail.
[bookmark: _Toc28875006]Communication
Good communication skills are important for everyone. You need skills for both communicating information to others and receiving information from others. If for example I and my employer communicate well to each other I have much better change to keep my job and could be getting a promotion. Communication skills include oral or written skills, such as writing emails, notes or complains, verbal non-verbal skills or body language, attitude, facial expressions etc.
[bookmark: _Toc28875007]The ability to understand and give instructions
Giving clear understandable instructions might sounds easy to do, but in real life can be more complex, especially in an office environment or in a business. Even if you talk with your kids you need to give an effective instruction to minimising problem behaviour also make sure they get the message you are trying to send. For example, be direct like “Please Sit down”, make statements rather than asking questions. Be close such as be near to your child or even at workplace to not call out your colleague across the office. Using clear and specific commands such as” please go start with your shift” at your workplace or even at home. If you also offer the other person, the opportunity asks questions he or she could understand better.
[bookmark: _Toc28875008]Team working
If we are talking about team working, we need to talk two different areas: Working in an effective team is different from working in a group. When we say we work with others it means ‘group working’ such as group work assignment while employers say ‘team-working’ (Morgan, 2003) argued that groups and teams are actually nearly the same thing. Both include individuals working together to reach something. Everyone (Doyle, 2019)may have different interests, personality, demographic and different kind if abilities, but there is something that bring them together.
[bookmark: _Toc28875009]Time management
[bookmark: _Toc28875010]Time is often not enough, but we need to quantify our time and ability to monitor our use of time in such a way that we can schedule and handle what we do without undue stress or anxiety. The time is important everywhere even if you are a mother or a businessman, they all must manage timing. Britton and Tesser say good management at the time is critical, crucial, and so on in many respects. Research has shown that "being successful" is more than critical for a student. 

SWOT analysis 
I have used a mind tool to do SWOT analysis. However, a personal SWOT analysis may be useful if you focus on a specific goal problem that you want to address. This is because we all have lots of different goals. SWOT analysis is the examination of your situation by looking at Strength, Weakness, Opportunities and Threats. This can help me to all- round view of myself.
I can see what section I need to improve through SWOT analysis.
[bookmark: _Toc28875011]Process
It is very important to identify my goal first, what I want to achieve, also to be clear about timing as well. I need to ask myself what I have as my goals? When do I want to achieve them? What is my personal strength? What is my knowledge, skills or experience? What are my resources and support to have available? I must identify my personal opportunities to be able achieve my goal, also able to take advantage of when I have achieved it. Opportunities in the environment and around me like events or someone going to maternity leave at the workplace or someone just got a chance to do something new.  I need to know my threats, otherwise that can prevent me to achieve my goals or taking the advantage of the benefit.
Finally, we always review and prioritise your analysis. Asking question.  Is anything else what I need to add? Which area are most important in each category in the analysis? Highlight one or two important things from each of strengths, weaknesses, opportunities and threats what you think is most important will give you those area is your priorities for action. (SkillsYouNeed, 2019)








Table 1: SWOT analysis
	STRENGTH
· Strong leadership skills
· Experience in carer service
· Able to take changes easily


	WEAKNESSESS
· Improve academic skills
· It can be difficult 
· Limited technical knowledge


	OPPORTUNITY
· Explore and learn more culture to help understanding their background.
· Attending more workshop and exchange skillset
	THREATS
· Training/ education Obstacles
· Limited ability to improve



Source: Created by Author

[bookmark: _Toc28875012]Conclusion
 SWOT analysis helped me finding to my problems where I should improve myself in the future, also to know where to start with  goals, useful way of ordering my thinking and giving me a different perspective on the problem.
Personal Development Plan (PDP)
I have used the SWOT  analysis above which helped me to find my particular issues what I have to improve therefore I will go further and use a practise known as a Personal Development Plan (see below) what is  to say that” The harder you work, the luckier you get” Attributed to golfer Jerry Barber in 1960.


	1.in 3 years what do I want to be?
Clear vision of where I want to be and why?
· Be successful in my work
· Have respect for my work
· Successful businesswoman

	2. Which skills do I  require to develop and why is important?
· Current with computer skills
· Academic skills
· To get more confident if I have the above skills

	[bookmark: _GoBack]3. What standard I require to accomplish and in what way different that is from my current standard?
· attentive
· Work hard
· Know my time management. (calculate my time)

	4.  What is my priorities?
· Know my skills
· Get qualification
· Schedule my time in a right way.

	5.How to get from where I am now for each skill to where I want to be?
· Study hard
· Get a degree
· Will be some savings 




Source: Created by the Author

1.  Research and note taking
When you do not know something for example:  how to travel to the university you do research. Gathering information also helps you improve your knowledge in a certain way. The other way you could expand your knowledge is to use note taking techniques, by writing down key points also a part of research process. Also, the effective note taking have a purpose, should be organised and can be a time saving skills as well. As Rowntree described (1976)” taking notes will help you to extend your attention span.



2. Referencing and the avoidance of plagiarism
There is another skill what I must mention is the referencing, because it is important in a student’s academic assignment, I will be expected to acknowledge other person’s work by referencing them in recognized and consistent format. It is important also to provide details of the resources I have read for my assignment. The reason of this skills is necessary because this how I could demonstrate the research what I have undertaken, also enable readers to find sources I have used in my work, therefore avoid accidental plagiarism. (UWTSD, Guide 2018)
3.  Paraphrasing and summarising
I must talk about these skills as well as important as the above-mentioned skills. Paraphrasing means communicate the same meaning of the original text by using different words than original text.  Bailey 44 says “Effective paraphrasing is a key academic skill need to avoid the risk of plagiarism, and to demonstrate your understanding of source. This unit focuses on techniques for paraphrasing part of the note making and summarising process. (Bailey 44).
Like in the everyday life the people use different words to understand each other but the meaning will be the same at the end.
Summarising should be clear to someone who has not read the original, also must be a good paraphrasing structure by following the same order. If you want to do a good summary for example when you do an assignment you need to do lots of activities such as note taking, paraphrasing, using most of the information from the original source without changing the meaning of the original.

4.  Conclusion
The aim of this report was to make who read this assignment to give an idea by analysing my own academic and employability skills how is important to improve these skills if you want to succeed in life also shaping the person individually.
I recommend the class in exercise as often as it can be, because of this reason, you will know where and how to develop your academic skills also understanding the importance in workplace.
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Read the following text and make notes on the m:
of paper which you do not have to hand in.

ideas. You can do this on a separate.

To be a great leader, you need to start by leading yourself

Most people go nto top positions with good intentions, but those often crumble due to the demands — and
perks — of the job. Ifyou want to succeed, devote some time and energy to self-leadership, says consultant
Lars Sudmann. Being a leader s a itlelie being a parent; beforehand, we have al these rosy visions of how
we'te going to do it how incredible we're going to be, and how we'lsidestep the mistakes that we see other
people make. But when I’s our turn to assume the role,we find tha realty doesr't match our expectations
or imaginations. Sudman, for examle, believed that he would ace his first leadership role. Then, he held
his first major saff meeting, an employee asked a question about the company’s email ignature, and the
proceedings — and his command of them — completely fel apar.

After some manths, Sudmann realized he was fighting against certain entrenched factors that keep all eaders
from improving. Like many in the working world, leaders have too much to do and not enough time to doit;
they don't clearl think through their priorties and strategies; and being in 2 position of power causes them
to assume that the people beneath them will take care of  lot o problems,

Sudmann found a potentialsolution to these "classc leadership problems” in Marcus Aurelus, the Roman
emperor and Stoic philosophrer. Rather than spending his time trying to lear to rally and guide others,
Marcus Aurelus focused a surprsing amount of his energy on mastering self-leadership. Sudmann has found
this orientation tremendously helpful Below he breaks down three actions that go into self-leadership.

Firct of all,you need to be aware of your shortcomings; leaders need to know all o their biases, predilections
and weaknesses. Another dea s totake 5- 10 minutes every day tothink about the challenges you've recently
handled and the ones you'llsoon face. While Marcus Aurelius was fond ofreflecting in the evening, Sudmann
fikes doing this over morning coffee. Questions to pose include: "How did my leadership go yesterday? How
would the leader 4 like to be have faced the challenges | faced? What about my challenges today? What
could 1 do differently?” Write down your thoughts so.you can refer back to them and learn from them.

Ao, regulate your feelin

o matter how much preparation and reflection you put in, there will be
employees, colleagues, clients and associates who anger, frustrate or annoy you. That's where the practice
of “reframing” comes n; stopping and asking yourself . on a scale from 110 10, how important s this issue

rght now? Then, give yourself a moment to think:“How would the leader | aspire to be handle this stuation?”
The answer will come to you.
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Ex.1 Write a paraphrase of the following passage.

Chocolste has always been considered an affordable litle luxury, associated it romance and
celebrations. Therefore in 2001, revelatons that the production of cocoa in Vory Coast involved
chldslave abour deeply shocked chocolate companies, consumers and governmentsalike. The USA
passed legislation mandating that standards be created to permit companies who could prove that
theirchocolate was produced without forced labour tolabeltheirchocolate "slave-labour ree. The
chocolate industry agreed to an intemational protocol that would give chocolate producers four
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