3 | Page


Skills for the Workplace
Module Assignment Submission 

	Student Name:
	Saeed Malik

	Student Number:
	1707069

	Module No:
	BMSK4001

	Module Title:
	Academic and employability skills.

	Module Lecturer’s Name
	Peter Allen



January 2018


Table of Contents
Academic and Employability Skills	2
Introduction:	3
Academics Skills Vs. Employability Skills:	3
Type of Skills:	3
Hard Skills:	4
Soft Skills:	5
Technical Skills:	6
My Skills:	8
Personal Development Plan:	8
Conclusion:	9
Bibliography:	9
Appendix:	10





[bookmark: _GoBack]Academic and Employability Skills
[bookmark: _Toc456901515][bookmark: _Toc503203658]Introduction:
This report will be focused on Academic and Employability skills. During the report employability will be discussed. An ‘employability skills’ questionnaire was designed for employers, incorporating a set of skills/competencies deriving from a number of sources (Yorke, 2004-2017)). For a good career better working environment, employees now a days are trying to gain the competitive communication skills and as well as the different hard skills like computer networking, programming and many more data base analytical job. Employability skills are different from person to person and it is totally a hypothetical issue for both the recruiters and the candidates.  Besides the employability skills are also known as, Key behaviours, Competencies, Transferrable skills, Personal skills, Generic skills etc.
[bookmark: _Toc503203659]Academics Skills Vs. Employability Skills:
[bookmark: _Toc456901517]Academic skills and Employability skills are not same. Academic skills based on academic curriculum, but Employability skills so many different. The skills are very much needed and academic skills totally dependent on the employability skills.  Employability is not just about vocational and academic skills. Though based on academic certificate a person can be judged in workplace but nowadays workplace is not only requirement based on academic certificate but also, they want to know what my other skills is. For career oriented personnel, they should go for the employability skills as theoretical knowledge is totally a reflection of practical knowledge and organizations are now a days recruiting the candidates having these two types of skills. So Academic skills and Employability skills is very important for career life. 
[bookmark: _Toc4569015171][bookmark: _Toc503203660]Type of Skills:
The variations of communication skills are many and they are divided into some parts like hard skills, soft skills and technological skills (Morgan, 2016). But hard skill, Soft skill, and Technical skill are the most important employer for his or her future job market.

[bookmark: _Ref501970439][bookmark: _Toc503203661]Hard Skills:
Hard skills are part of the skill set that is required for a job. They include the expertise necessary for an individual to successfully do the job. Hard skills are teachable abilities or skill sets that are easy to quantify (Alison, 2017). They are job-specific and are typically listed in job postings and job descriptions. Some of the best examples of hard skills are-
· Academic knowledge
· Foreign language knowledge, 
· Programming concept
· Mathematics and etc.
There is also some type of hard skills such as:
· Computer Skills:
Today’s market all type of job is connection with network. There are many type of computer skills such as Microsoft excel, Outlook, Programming, Database editor etc. which are very essential for an employer. Computer skill makes an employer works easier and comfortable. So, everyone should be developed this skill.
· Data Analysis Skills:
For ensuring customer satisfaction in the organizational perspective, recruiters are always wanting the hard skilled employees. As competition is higher and people are very much career oriented, data analytical ability is needed for every organizations for ensuring a better database for the future reference of their inventory, customer survey etc. So, data analysis skills are most important for an employer. Data analysis helps an employer to do his work safer and easier. 
· Knowing Foreign Languages:
Knowing another languages is the another part of hard skills. In world, there are over two hundred languages. English is an international language. English is more important than any other foreign languages as like as Spanish, German etc. So, an employer must be needed to know foreign languages.
  
· Planning Skills:
Planning is a part of hard skills. Planning something will be given a people right idea. On the other hand, planning is a part of all work. Planning skills is necessary for an employer to develop his own idea. Planners must also work and communicate with other people for increasing his basic idea and must learn how to develop it. So, planning is important for fulfill hard skills.
· Numeracy and Mathematics Skills: 
Numeracy and mathematics skills are critical for all area in work. Mathematics related any work is called mathematics skills. Some types of numeracy and mathematics skills are 
· Information Technology
· Engineering
· Medicine
· Manufacturing
· Construction building
· Trade
· Logistics etc.
[bookmark: _Toc503203662]Soft Skills:
Soft skills characterize your relationships with other people, or are about how you approach life work. There are many types of soft skills. Some of the best examples of soft skills are- 
· Communication Skills
Communication is the best way to connect with people. People now a days having good communication skill are having a great opportunity to success in job career. In this era, people can connect with another people to use communication skills. 
· Self-Motivation
Self-Motivation is what pushes someone to reach his goals. People who are self-motivated get on by themselves. They don’t need close supervision. They are good at any type of works, because self-motivation helps a man to do their work properly and create something new. 
· Team-Working Skills:
There are many training courses to teach you how to work well in a team. However, there is also plenty of thinking to suggest that good communication skill, and together with an ability to make friendship. Team worker helps the team to work effectively by supporting personal relationships.
· Creativity and Problem-Solving Skills:
Creative thinking always creates something new. Creativity and problem-solving skills are highly valued because they are hard to develop. There are many people who believe that creative thinkers are born, not made, and there are certainly some people who find these skills easier. You can develop them if you work to do. On the other hand, problem solving is another skill. By problem solving, we can develop our creative idea.  
· Leadership Skills:
Leadership is one of the most important in soft skills. A good leader helps a team to gain victory. Every employer need helps from others employer and its can strong build good relationship (Leadership, 2007-2017) because everyone has a common goal and at the time this group gain their achievement. Here are some of leadership skills:
· Communication
· Motivation 
· Delegating
· Positivity
· Creativity
· Responsibility
· Flexibility
[bookmark: _Toc503203663]Technical Skills:
Technical skills are abilities needed to perform specific tasks as like as mathematical, engineering, scientific or other computer related works, as well as other specific tasks relating to technology (Doyle, 2017). A lot of technical skills require training and experience. There are many technical skills like as:
· Programming:
Programming refers to certain quality which is known as the hard skill of an employee an organizations are very much tech oriented now a days. In the modern era, programming includes the work of Java, C++ programming and the concept of basic computers. So, these hard skills are important for the candidates. IT firms, banks and every sectors of the working force is needed candidates having IT skills.
· Project Management:
Project management refers to the term whether a project coordinator is appointing to make the project done with the help of the organization to achieve organizational goals. Project managers are needed in the every institutions of the workforce.
· Analysis of Big Data and Business Intelligence
Analysing data is a burning question for the management. As managements are doing every single department based on IT and big database are needed so, big data to be analysed very successfully by the employees. And thus, recruiters are now a days appointing the good workforce for their management. Having a good IT skill, is an asset for one employee to business.
· Information Security:
Information are now a days is very much available for the organizations because of the rapid growth of technological advancement. As IT firms and various big and small firms are rapidly increasing so database and information securities are very much needed for the organizations. Cyber security personnel are a big asset for a company. They always have the control of the confidential information of the company.
In another point, Technical skills are not just confined to technical roles; they can be found in a range of different industries and occupations including: 
· Digital marketing. 
· Design and 
· Writing.

[bookmark: _My_Skills][bookmark: _Toc503203664]My Skills:
Skills are things a man learn which help a man to do certain tasks. A people might learn new skills through work, academic life or other activities.
In my perspective I have also some skills and I also need some skills that I have not. I have soft skills as like as communication skill, self-motivation, team working skill, leadership skill; few hard skills as like as basic computer skill, programming skill, planning skill; and few technical skills as like as project management, planning.
In academic life, I have worked with my group and I have lead this group.  So, I have leadership skill. I try to develop this skill by working more groups in academic life.
In academic and student life I develop few types of hard skills. Knowing foreign language is one of a hard skill. I am trying to develop this skill in my student life.
I need to know basic computer skill. I know how to do a presentation and writing a report.
[bookmark: _Toc503203665]Personal Development Plan:
Everyone wants to development skill. My skill should be developed. I have not achieved lot of skills. So, I want to develop my skills.  
Whether I have some dreams or lofty expectations, setting a goal helps me to plan how I gain my achievement. So, I want to reach my goal by developing my skills.  
I want to develop my skill further job career and other activities. I have a few skills that I want develop and reach my goal.  For achieving my goal, I try to my best for developing all of my skills. I have programming skill, communication skill, hard skills, soft skills, leadership skill. I upgrade these type of skills and want to reach my goal. 
I try to divide my time period. I divide those time period by creating some term as like as Short-term frame, Mid-term frame, and Long-term frame.
Short-term frame: I want to accomplish in next three to six months by developing soft skills. I follow some steps for fulfil my soft skills.
Mid-term frame: I want to accomplish next six to a year by developing my technical skills. 
Long-term frame: I want to develop my hard skills in this time period. In this period, I want to know how to develop my hard skills which will be helped me to reach my goal and become a better employer. 
My overall goals that I want to accomplish in those time period. 
[bookmark: _Toc503203666]Conclusion:
To complete this report, I have learnt many things. I have learnt how to develop my skills. Academic skill and employability skill is not same and I have known it from preparing this report.
[bookmark: __DdeLink__496_143098325]In the report I have done my personal development plan, what help me to find out my goal for the future. It shows what is my personal strength and how can I developed myself to reach my destiny. So, I want to follow my Personal Development Plan for good career.
Academic skills also be needed. Without academic skill, a man cannot develop his own skill. So academic skill is the most important besides employability skills.
So, academic and employability skills both are essential for a candidate.
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[bookmark: _Toc503203668] Appendix:

	
	Short-Term Time Frame 
What do I want to 
accomplish in the next 
three to six months? 
	Mid-Term Time Frame 
What do I want to 
accomplish in the next 
six months to two years? 
	Long-Term Time Frame 
What do I want to 
accomplish in the next 
two to three years? 

	Section 1 - My Goals 
What are my main goals that I want to accomplish in this time period? 
	Develop my soft skill.
	Learn about technical skill.
	Learn about hard skills and develop other skill.

	Section 2 - Skills and Knowledge to be 
Learned 
	Communication skill, team working skill, self-motivation, leadership skill.
	Programming, project management, planning, Information security.
	Mathematics and numeracy skill, Data Analysis, Programming skill, and  other skill that I need.

	Section 3 - Next Steps 
How am I going to acquire the skills and knowledge? How am I going to do this project? 
	Doing course, enrol in academic life, making friends.
	YouTube , Google , course from other institute or academic course.
	Enrol in workplace or by taking training.

	Section 4 - Resources 
What resources do I need? 
	University, Friends .
	Computer, Institution, Faculty.
	Trainer, Organization.

	Section 5 - Time Schedule 
What is my time schedule? 
	Within 2018
	After 2018 to 2020
	After my graduation to 2023

	When will I start? 

	In this summer break
	After completing short term frame.
	After my academic life or mid-term frame.

	Section 6 - Completion 
When have I completed each 
step? 
	Date
□__________
Date
□__________
Date
	
Date
□__________
Date
□__________
Date
	□
Date
□__________
Date
□__________
Date
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