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 The assignment will be based on academic abilities and how are they connected with employability skills and show upon my abilities. It will contain sections about communication, time management, team working, leadership skills where I will refer to my workplace, also the assignment will include a SWOAT analysis, a personal development plan and a conclusion.
[bookmark: _Toc36470024]2.Employability skills and the importance to workplace
Skills are a person’s ability to solve a problem, accomplish a task or perform in a job, they were gain by that individual trough personal experience, development or training. Employers look for applicants that possess hard skills that is the ability learn by a person for example a degree or a certificate, typing speed, computer programing these skills are learn in classrooms, trough books or in the workplace. Also in the same process of hiring they look for soft skills as well, appropriate examples are: communication, team work, leadership, problem solving abilities, time management this type of abilities show the way we interact with other people. (Bass & Bass, 1990)
 In the next sections I will discuss about few of the essential soft skills needed in the workplace and academic studies, and how relevant are they for me.
[bookmark: _Toc36470025]2.1. Communication skills
Effective communication is an essential tool in an organization in order to achieve productivity, maintain strong working relationships and satisfy customers. In the workplace communication is divided in two categories: external communication for example communicating with customers, suppliers and internal communication that is communicating with the people that we work with. In the process of sharing ideas both verbal and nonverbal types of communication are used. (Thompson, 2002)
 In order for the communication to be effective Berlo was presenting in his model of communication that the participants that are involved in the process of sending and receiving the information should possess the same communication skills. (U, 2006)
 It is vital to be able to give and follow clear instructions, for example in my work place by communicating targets at the beginning of the shift we set expectations and employees work to achieve those goals, another method of communicating that we use is feedback, in the process of initial or ongoing training we give appreciative or constructive feedbacks.
 After taking a closer look on the meaning of communication, my opinions is that it has a major importance for my academic studies, as it helps me to learn more from my lectures by active listening and understanding their view point also it gives me the confidence to ask questions and share ideas.
[bookmark: _Toc36470026]2.2. Time management
Time management is the process in which time is organized and planed in order to be more efficient and productive. Therefore, is not optional in the workplace as it increases performance and helps the employee to achieve their goals and objective. There are many advantages that come along with the management of time, both in the workplace and academic studies for instance it helps deliver the work in time, provide a better quality of the work, it make us more productive and efficient also it helps to reduce the stress and anxiety if the deadline is approaching and the work is not done.
 In order for a better time management few steps need to be follow: plan so the right time to perform each task is known, prioritize so the most important activity are made first, do not multitask  by trying to do too much in one time nothing will be achieved also cut all distractions. (Jha, 2008)
  One of the best ways to prioritize is using the Eisenhower Method, which was developed in 1950 by the USA president, a four-quadrant structure that focuses our attention on the urgent and important task that needs to be achieved.
 In the first quadrant he included important and urgent task and activities that they need to be resolved for example medical emergency and deadlines, second quadrant is designed for important but not urgent activities that they have a high impact but they can be done in time as an example we have preparation and planning for the future ,relationships building. Third and fourth quadrant is for not important task and activities classified as well as urgent which are the deceptive activities and not urgent that waste our time. (Sweeny, 2008)
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 Another method widely used and teaches us how to effectively manage the time is Pareto principle a theory which shows that is we think about our goals and priorities them we will have 80 percent result with only 20 percent effort. In order to do this, we need to determinate which part of the day is more productive for us, after distractions need to be identify and eliminated because they can create loose of focus and task will be delayed.
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It will be helpful if 80 percent from nonproductive work that we do is identified, to do this we can delegate task that do not require your involvement it will help on realizing your time and focus on other activities, negotiate with other people on the task that we already do maybe it will be possible to do them less often, stop doing task that are unnecessary. (Amos, 2001)
 Time management plays an important role in any person’s life it will help balance the work and personal life and reduce stress. In my workplace and my personal life time management is the key as I start my day by prioritizing my activities so I can complete them as well in my workplace without delegating, prioritizing and organizing I would not be able to be effective. Analyzing both Eisenhower and Pareto I discovered that I can be more efficient if I can identify and eliminate activities that are deceptive and waste time.
[bookmark: _Toc36470027]2.3. Team working
 Teamworking require different people or groups to work together, sharing ideas and support each other in order to reach a commune goal. Most organizations believe that they will grow, be more productive and efficient if all employees work as part of a team, this is the key for a successful business.
 Along with the benefits that company have, employees have they own advantages as well, for example it improves moral by letting the person to take responsibility for what they are doing, also working as part of a team gives each person a feeling of belonging and recognition.
By working together team members will learn from each other, for example everyone has their own strengths and weaknesses but by working together the team members can complete each other and by this they performance will improve. (Levin, 2005)
After taking a closer look on what Levin was saying, I can agree that by working as a team bonds are created and the efficacy will increase when it comes to group work, an appropriate example is my team from Digital Skills module. When we started to work together, we were clueless on what to do, but after we put our minds together and started to collaborate, we became to be more efficient in what we do and our project came to life.
[bookmark: _Toc36470028]2.4. Other employability skills and personal SWOT analysis
 In the business world beside the skills mentioned in the sections above, employers are looking in their candidates for other abilities as well for example leadership skill, problem solving, organization, perseveration, motivation, confidence. (Chaita, 2016) That is why before going to an interview each person should make their own SWOT analysis to know if they match the employer expectation and as well to see where they could improve in order to succeed. 
 In my work place people think of me as social and friendly, easy be approached person mostly because I listen and advises then, a part of that I have a good communication skill and I like to think about myself that I am a people person ,when it comes to my work hardworking and passionate I put hart in all that I do so all this can go as strengths for my SWOT analyses. When it comes to weaknesses that’s the hard part as I am a stubborn and perfectionist person, that sometimes I think that only my own way is right, and instead of delegating I prefer to do the job just to be sure is the right way.
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Academic skills are core skills that help people to become more effective when it comes to learning studying or research. Most of these skills developed during studying will help further with career plans as well. Example of this skill are writing, conversational skills, presentation skills which includes, citation, paraphrasing and summarising and referencing all this together will help to avoid plagiarism. (Moore, et al., 2010)
 Plagiarism is when someone work is taken to be used as personal work. It is necessary to be avoided because it will help every person to develop good writing skills as well, they’re vocabulary will improve, furthermore the work done by yourself will demonstrate academic integrity. It can be avoided with a good understanding on how sources can be used.
Citation and referencing the source of information is the best way in to avoid plagiarism, it can be done by paraphrasing using your own words to express someone else idea. Different techniques can help with this like using synonyms, changing the form of the words, changing the grammatical structure or by summarising that is extracting the main point from the text and rewrite them with your own words in a shorter form. (Pecorari, 2013)
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 When it comes to future personal plans after I finish the course and improve may basic skill and refresh my memory , I want to enroll in level 5 to gain more knowledge on how business environment works to improve my leadership skill and whit my actual work experience to apply for a business manager position in a bigger company. Few of the skills required for this role are excellent organizational skill, strong writing and oral communication, strong interpersonal skills, attention to detail, desire to succeed, strong leadership skills. In order to identify where my opportunities are, I will make a personal development plan to help me achieve my goal by identifying my strengths and weaknesses and improve them.
	Goal
	Objective
	Resources
	Measurement
	Target date

	Improve coaching and communication skills
	Complete the advance leadership course at my workplace
	Training
	Completion of training
	Within four months

	Improve management skills
	Take on more responsibilities on shift safe deposit procedure, cash management
	More authority and responsibility on shift
	Feedback from my business manager
	In 2 months

	Achieve distinction in my courses
	Attend all lectures, complete work on good standard and in time, do research for my assignments
	Books, articles 
	Feedback from lectures and grades
	By the end of terms



[bookmark: _Toc36470031]5.Conclusion
 In this assignment I presented different employability skills such as communication and its importance to workplace, time management and how Eisenhower and Pareto principles can help, team working as well as academic skills and why is important to avoid plagiarism as well an in-class exercise is included on the last page as an appendix. The last section is about my personal development and future personal plans. 
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