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Introduction:
Skill can be defined as the ability to do something. The skill has been developed by individuals with the help of experience in life or at work. Skill can be simple, like cleaning house or more Complex like playing a musical instrument.  However, workplace skill is something that an individual uses a combination of Technical or personal skills.  In this paper,  it will discuss different kinds of skills that would be necessary for a person to use them in the workplace. To overcome some of the issues or to conduct work (Pinto and Ramalheira, 2017).


Skills:
In order to complete one following task successfully, any individual should have the knowledge, ability, as well as competence.  These qualities are known as skills That can be developed by any individual, which will help train expertise in a specific area.  This kind of expertise can be translated into the greatest success in the individual's character or other areas of life. Skill can be referred to as a term which encompasses competencies, knowledge and the abilities which will help to perform various operational tasks.  skills can be developed throughout life as well as working experience.  Some skills can also be learned to study.  There are various types of skills, and some may be easier to gain the bottom of the people as compared to others.  based on things like dexterity,  physical abilities, as well as intellectual skills, can be gained. Apart from that, skills can also be measured as well as all the levels can be determined by the skills test. There are various types of skills available in the present time, which can be attained by someone or it has been gained with the experience they will have in life (Sin and Amaral, 2017).
Different Kind of Skills:
There are three types of skills classification such as Transferable or functional skills,  personal traits or attitude skills as well as knowledgebase skill (Tan and Fawzi, 2017).
· Transferable/ functional skill: Transferable/  functional scale can be defined as that kill that can be applied in a variety of situations.  by recognizing and identifying skills an individual possesses or to develop the skill that will help to build a career in several ways. The Transferable skills are the skills and abilities which are related and helpful across all the areas in life such as socially, profession,  or at school.  Transferable skill are also known as portable skills. For example,  most of the employers look for those candidates who are having strong communication skills.  if an individual developed disability they can easily share information to their colleagues and they can apply it on any workplace.
· Personal traits: Personal traits are the skills aur can be the abilities a person has born with.  it is the natural talent or the talent an individual develops through experiences or deliberate practice. Moreover it can be said that personal traits are one of the aspects of personal behaviour which is valued by the community on the society around them.  It is often used in the context of a specific situation like encountering an opportunity or challenge.  For example,  a person who is in trouble can behave differently as compared to another person.  The words that individuals will use well describe this behaviour,  such as brave, caring, honest.
· Knowledge-Based Skills:  The skills are those which an individual amassed from experience (Sin and Amaral, 2017). These may include academic  attainment,  additional training,  various seminar attendance,  experience related to previous employment as well as various practices which an individual has learned to increase the expertise in a particular field. The knowledge-based scale, also known as a special skill which means an individual has specific knowledge about a subject procedure or information which are required to perform a specific task. The knowledge base killed also includes computers and various communication skills, marketing or any managerial knowledge related to a specific industry.  Moreover, product development is also some of the skills which are included in knowledge base skills.  However, all the skills depend on the field of industry which a particular candidate has worked in. 
Classification of Skills:
Academic Skills: Academic skills,  study skills or any kind of study strategy are mostly approaches that are applied in learning.  These kinds of skills are generally important to get success in school as well as it is required for acquiring good grades  as well as it is useful to learn throughout  the process of life.  academic skills can be defined as an array of skills that helps to tackle the process of organizing or taking new information as well as to retain or deal with information as well as assessment.  It includes mnemonics  which help the retention to a specific list of information (Sotiriadou et al., 2019).  This skill helps to boost a person's ability to learn something or to retain or to recall any of the information that would help him in passing exams or two to complete the training in a specific organization. Skill also includes time management as well as several motivational techniques that could help an individual to implement them in their workplace.  Moreover these academic skills are some discrete techniques which can be learnt in a shorter period of time and applied to almost every field of academic.  Therefore every individual must distinguish from strategies which can be specific to a particular field of study and from abilities which are in an individual such as the aspects of learning style or intelligence.
[bookmark: _GoBack]Employability Skills: The employment skills are the skills that are necessary for a particular person to gain a specific position in a company.  For example,  hairstylists must know about haircutting techniques, and a payroll clerk must have payroll skills. For a person who wants to join any of the offices or organizations. He or she must have the skills to gain the position or to get selected (Sin, Tavares and Amaral, 2019). These skills can be gained with the help of formal training or by academic learning. For a post like business/ Administrative job it is required for a person to excel in the business world and the professional must demonstrate their important business skills which includes communication, Finance, soft skills as well as delegations. Apart from that, if any candidate have interest in  media industry jobs it is required for the candidate to have valuable competencies in creative for media fields and some of the skills that would required graphic design,  writing editing or better collaboration skills.
Hard Skills: Hard skills can be defined as learned abilities Which can be acquired or enhanced with the help of practice, education as well as repetition.  Hard skills are very essential because it helps an individual to increase employee productivity as well as efficiency.  Moreover, it improves employee satisfaction. Moreover hard skills is a part of the skill set which is required for a specific job; it may include necessary expertise for an individual to get successful in his job.  it is mostly job-specific, and it is listed in the job posting as well as in job descriptions.  However it is not seen as business success because employees also need others skills in order to succeed such as soft skills which helps to contribute in maintaining the customer satisfaction. Moreover,  hard skills can be learnt through formal education or any training programs which include college, apprenticeship aur short term training classes (Smith et al., 2018). There are various types of hard skills which are mostly used during the hiring or an interview process to compare a particular candidate for a specific position. One of the examples of hard skills are computer skills which are required in most jobs. 
Soft Skills: Soft skill can be defined as an interpersonal skill.  skills are somewhat difficult to obtain as well as to relate someone's personality and the ability to work easily with other people.  This is one of the most demanded skill sets in the industry which include good communication skills,  listening skills,  skills related to critical thinking,  attention to detail,  good empathy scale as well as some of the conflict resolution abilities. Unlike hard skills which can be learned, soft skills are mostly similar to emotion or the inside which allow people to read perception of others.  The skills are much harder to learn at least in the traditional classroom because it is much harder to measure and evaluate.  It is the most demanded skill in the present industry because every job requires their employees to engage with others in a particular way as well as it is also required to  become interactive as well with others to perform any specific job (Ruge and McCormack, 2017).
PPDP/SWOT Analysis:
Introduction
Personal development helps a person to  highlight his competency in the professional area.  a personally developed person can always become excellent in professional performance, and he or she can contribute to the success of the organization.  This report will highlight the set of skills of an individual in prospect to social Health Care.
SWOT Analysis:
Personal Strength:
· I have good communication skills and I am confident that I will be able to communicate with the people who are coming to the clinic or in the hospital.  With better communication skills I will be able to make good relationships with the people (Tymon, and Batistic 2016).  It is one of my biggest strengths and it will allow me to interact with different kinds of people at different points of time that will make them feel better.
· Another personal strength which I have is related to my trait, which I think is essential with aiming to sustain in the social Health Care.  I need to understand that with the help of the scale I am able to deal with a diverse patient and be able to serve them in a better way.
· Moreover,  one of my strengths include academic skill which means I can able to learn various things from a person or from a source of knowledge.  It is something that will help me to assess any person.  In Healthcare I am able to learn at a very large scale and it will allow me to understand by weak aspects as well as it will help me to develop various strategies that will overcome any weakness (Ruge and McCormack, 2017).
Weakness:
· One of my weaknesses is related to the emotional behaviour which forces me sometimes into a dilemma of choices.  dealing with the emotional attitude is something which could help me to deal with a certain patient in an appropriate way
· Another weakness is the short temper which required a huge consideration from my side as well, and it is required For me to prioritize every element at large scale.


Opportunities:
· There are a few significant opportunities for me to improve my position in health and social care. With the help of various skills, I can Grab all the responsibilities which I can get while working in a particular organization to impress my seniors as well as higher authorities.
· Another opportunity for another opportunity which I will get is to develop myself and my personality trait that will help me in future while working in the social Health Care. 
Threats:
· One of the Threats which I can see that will affect me is intense competition because competition will reduce my chance of getting noticed among the higher authority as well as to conduct the better performance (Gill, 2018).
· Another threat is related to the changing environment in the social Health Care practices, which require an intense amount of studies as well as practical knowledge to walk on that environment.
Long and Short Term Goals:
My short term goal is to achieve a  strong position in Social Health Care. It will help me to achieve long term goals and objective.  By improving the value-added knowledge as well as understanding the proper time management are the two short term goals which I like to achieve. My long term goal is to attend the position of self-actualization as a person or as a professional aspect of my life (Sin and Neave, 2016). In long term goals, it will include the growth in monetary terms as well as it is required to have a continuous development in professional life.
	Goals to achieve
	Strategy
	Facilitated By
	Target Date

	I want to learn Time Management Skills for Handling patients in a shorter period
	Set priorities related to work
	Mentor
	By one week

	I want to learn better presentation skills
	It can be learned with the help of proper coaching
	Coach
	Two weeks

	Increase better technical Skills
	It can be learned online as well as practically
	Manager and administrator
	One week

	I want to increase my analytical skills
	By taking online Course, the skills of analytics can be learned
	HOD
	Three weeks



Conclusion:
Based on the above report, it can be stated that skills are an important aspect for any individual who wants to develop his career or to live his life effectively.  Moreover, every social Health Care Organisation required those employees who have developed themselves personally as well as professionally. All the organizations always look for people who have hard and soft skills that would require to perform his or her duty in the organization.
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