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You need skills to perform tasks better and to get a job.
A skill is something the ability to perform an action or task with a certain level of dedication, time and/or energy. It is something you are able to do well. There are different types of skills in every aspect of life.
Employability skills are the transferable skills needed by an individual that gives the individual a higher possibility of being ‘employable’.
Soft skills are skills that enable an individual to be more social. They are the attributes that compel someone to communicate and interact with others effectively in good harmony e.g. listening, etiquette etc while hard skills are skills that teach you and feed you with knowledge and understanding. They are teachable abilities and skills needed to do a job e.g. reading, math, computer technology etc.
Communication:  Communication is necessary especially in the place of work or education so that instructions can be given out and comprehended e.g. in my workplace, we actively listen to each other to show respect and communication on the other end. We do this by avoiding distractions, eye contact to the speaker and providing feedback where possible. We make sure we speak clear and audibly so that we can be heard; we tone done our voice and language to the setting of the atmosphere. We also make sure our body language is right and appropriate. Our body language must make sense. This skill is majorly needed to give or receive messages correctly to and from other individuals through the process of writing (non-verbal) or speaking (verbal).Communication plays a relevant part to my academic studies as it is needed to present ideas with a great effect and appropriation. I use communication in academics to write my essays, speak to my lecturers, colleagues and deliver presentations.
Ability to understand and give instruction: This is a leadership skill as well as an employability skill. Having this skill enables you to reach to agreeable solutions without problems or unnecessary hassle by persuading others why your idea or solution should be used, sharing ideas, giving out instructions and being in control.
Working in a team:  This is known as interpersonal skills. It allows you to effectively and actively work as a member of your team and with your co-workers, help customers to the best of abilities giving them a great experience from your service. Teamwork is needed in the workplace as it increases and improves the creativity and innovation of the workers enabling them to bring their own uniqueness and perspective to light. It also leads the growth of the company which makes them person better as a whole. I have done teamwork in one of my academic modules; presentation for digital skills. We had to work together in a group to make a presentation and it worked really well because we were able to communicate, contribute our ideas to the work and agree on something. This presentation boosted up my confidence and knowledge as we were learning new things and from each other.
Time management-punctuality/using time efficiently:  This is the process of being able to organize and plan how you spend your time on your priorities concerning the day you are in e.g. how long will it take me to write this letter, when will I start piling my files etc. Time-management at work and in academics help you to study efficiently and effectively while at work it helps you to work smart and productively. It is important at work because it will help you develop yourself as an employee, produce quality work as you have assigned appropriate time to it and meet deadlines. Time management in your academics is crucial because your success depends on it. This is a skill that compels students to use their time wisely. Through this skill, students are able to prioritize tasks in the right amount time and stick to schedule because a time has been set. I manage my time by prioritizing what is most important to do first to what is least important to do then knowing myself I estimate how long it’ll take me to each tasks. Doing this helps me to be disciplined because it shows that I have things that I need to get done in a specific amount of time.


                                                     MY SWOT ANALYSIS
	Strengths 

- I have an ability to communicate well and get on with people. This strength rises from my personality because I’m outgoing and sociable.
- People can definitely count on me because I’m reliable. I can be counted on because I stay true to my word and deadlines.
- I’m a strong believer of if anything is worth doing is worth doing well. I have a good work ethic and I work hard too mainly to show my capabilities and full potential.
- I’m able to take initiative. I have a willingness to get things done and take charge of things as I leadership skills.
- I would love for people I work or associate with to be honest so I myself am honest to prevent hypocrisy.
- I do have research skills. This is the ability to collect and extract information regarding a specific topic e.g. collecting data, interviewing, searching information on the internet etc. This is a skill that I majorly need so I’ve been able to master and develop it.
- I’m very observant. I pay close attention to detail to have a deeper and clearer knowing or understanding of something.
- My curiosity gets the best of me which leads me to think logically and analyse. This helps me academically and also when it comes to employment because I’m able to use my logical thinking and fix problems that need to be solved.

	Opportunities 

-Opportunities that enable me to experience of dealing with people really encourage me and increase my work ethic as my job is to serve others so I must hunt for or accept these types of opportunities.
-Experience in the world of work Is very important. In whatever sector you are in, you must strive to get opportunities for experience in your field of work. That is an opportunity as it widens and expends your experience and knowledge in that sector.
- To work abroad is a fantastic opportunity as it builds your confidence, self-reliance and cultural awareness. There are many advantages or working in a foreign work environment. 
- Working in a team is an opportunity as it improves your interaction and communication skills. You are now not just required to depend on other which eases the work load and makes things better in quality as everyone is focusing on their duties and roles within the team.
- When you work and earn money, you realise that your work ethic is high compared to if you work (voluntary/non-paid) because you are giving in and also receiving. To get a job, work or be in the academic field and earn money is an opportunity one shouldn’t take for granted.


	Weaknesses 

-Sometimes mainly because of how I’m structured. I lack good time-keeping. I struggle to set timing on my tasks and get it done within that timeframes as I can take longer than expected to do something.
- Depending on how I flow with people, I do lack of confidence when dealing with certain people especially when we are not one-minded or vision.
- I don’t have practical work experience in the field of study relating to academic studies. This is where I lack.
-I do lack skills that involve digital, spread sheet or database as I don’t have a good background in information technology.

	[bookmark: _Toc200438743]Threats 

-Being unsupported at work is a fear and threat to many because no-one wants to be working, doing their roles and being the best they can be and not get supported or uplifted for anything. Encouragement lifts and supports one another to continue or do better. It is needed. 
- Not fitting into the company’s culture can be a threat as people will automatically question their worth and think they are not good enough which it shouldn’t be.
- Transport issues are usually unexpected but can affect a person and their workers or employers view about them negatively hence the problem of transport sometimes being unavoidable. People see this as a threat because it can alter the work rate as they can eventually be seen as unserious or unreliable which is not a good personality trait and can sometimes get you suspended or sacked depending on how seriously attendance and punctuality is taken in your workplace or place of education/academics.




(Personal and key skills, 2020)

In the future, I want to be a counselling psychologist after I have finished studying. There are skills I need to be in this future occupation and I have ways on how I aim to achieve those skills in my PDP below.


                                                      PERSONAL DEVELOPMENT PLAN
	SKILLS NEEDED TO BECOME A COUNSELLING PYSCHOLOGIST. 
	HOW I AIM TO GET THEM.

	1. Counselling skills








2. Independence and self-motivation






3. IT skills








4. Understanding of cultural and religious diversity














5. An open-minded and sensitive approach when dealing with clients.

	I aim to get this skill by shadowing a counselling psychologist in my work experience and also practicing counselling with my friends and family that need it.

I will achieve this skill by carrying out activities that agree and go in line with my lifestyle and my ethics. I will also dwell on things that uplift and motivate me e.g. praising myself when needed, producing quality work etc.     
I will get this skill by spending more time with my cousin who is an expert in IT just so that I can learn more and perfect my abilities in the sector of information technology. I will also do my own personal research and watch videos on the areas I don’t understand or I’m not strong in.                                          
 To widen my knowledge and understanding regarding the diversity of culture and religion, I will hang around more with my friends who are different to me in culture and religion to learn more from them, do personal research classes and try going to culture classes, travel to places I’ve never been before and try different religions for the experience.                                                                                                                                                               




I aim to get this skill during my work experience because I’ll get opportunities to interact with clients and in those moments I’ll learn how to see things from their perspective, be more understanding and sensitive. If I do make mistakes, I’ll learn from them. I also tend to get this skill by learning to care for others more and be more open-minded and less narrow-minded because everyone is different in their own way.

























Academic skills relate to learning. They are skills that equip you with the ability to become an effective learner and develop you in the academic field of your life. Developing good academic skills is crucial especially as a student as academic skills is transferrable and will certainly help you in your future career and when you’ve finished studying.

Research and note-taking and gathering information (using the internet and library to search for sources):   Research involves gathering information and taking notes to support your perspective on a matter or point of view.  Research skills refer to the ability to locate, search, analysis and present information in a quality version that is related to a specific topic.
Academic writing-essays, reports- Using formal language:  This type of writing refers to a style of writing that is clear, easy and formal enough to understand. Academic writing is crucial as it displays your level of ability in written communication which is a big part of your education as you’d be required to write essays, reports, letters, feedbacks etc formal language. It must be structured, evidenced and written in logical order.
Referencing and the avoidance of plagiarism: When you do research you gather information from certain sources. Referencing is acknowledging these sources when writing your reports, essays, letters etc. This must be done in your own words and paraphrased correctly to avoid plagiarism. Good referencing and plagiarism avoidance proves that you have researched and analysed well, it also helps you to get a better mark in your work.
Paraphrasing: This is the process of putting somebody else’s work or idea in your own version of words which is usually shorter than the original version. Paraphrasing shows that you have a good level of understanding of what you’ve read and researched.
Summarising: This is the gathering of all the main points out of a piece of work and putting it into your own words. Summarising is all the important bits of information put together so it is usually shorter than the original piece.
Communicating and presenting skills: For effective communication, you must be able to have good presenting skills. Presenting skills are the skills you need to have in order to present well-communicated, interactive and effective presentations e.g. your slide designs, the way your presentation has been constructed and structured, your tone and body language etc.
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