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[bookmark: _Toc24371660]Introduction	
Skill is the ability to perform some task efficiently. If refers to the expertise of a person for some work. For example, a person with the expertise to repair the malfunctions of electronic devices in an electronic outlet is skilled in his/her work. A skilled person is valued and desired everywhere (Trought, 2017). With proper skills one can have more growth opportunities in career. Employability skills refer to the needed skills to do a job. It is also called soft skills, foundation skills and transferable skills. Employers seek employability skills from potential candidates and with those skills one can become a very attractive candidate. Noteworthy employability skills or soft skills are an effective communication (reading, writing, speaking, listening), problem-solving, time management, organisational skills, ability to use information and technology and collaboration(city, 2019). Hard skills are a specific set of knowledge required for a job. Hard skills can be taught in the workshops and seminars and they are quantifiable. Example of hard skills is knowing a foreign language, computer programing, typing speed, web design, knowledge in accounting, finance and marketing (The Balance Careers, 2019). 
















[bookmark: _Toc24371661]Employability skills
A person should have employability skills to be desired and effective in the workplace. Employability skills are also called soft skills and they are transferable through training and development programs. 
[bookmark: _Toc24371662]Own skill analysis
Here I will conduct my own skills analysis by analysing what employability skills I have and whatskills I should develop. 
Skills I have
1. Communication skills: It refers to the ability to communicate with others efficiently (Hind and Moss, 2011). I have communication skills in terms of reading, writing and speaking. I am a good listener and I can share necessary information without any distortion.
2. Technological skills: I am a tech-savvy person and I like to use modern technologies in my work life and personal life. Technology helps to make things easier. 
3. Information skills: I like to be updated with the latest information. I also like to follow the current trends, fashion and fads (Hind and Moss, 2011)
4. Punctuality: I am a very time-sensitive person and I like to do my work on time. Punctuality gives me strengths and confidence (Bloom and Kitagawa, 2016).
What skills I should develop
These are the skills where they are lots of opportunity for improvement. By improving these skills, I will be more efficient in my work.
1. Problem-solving: Critical problem solving is not my strong zone but with proper learning,I can be skilled in problem-solving(Skoyles, Bullock and Neville, 2019).
2. Organisational skills: I am also not efficient in organisational skills. I need training sessions to improve this skill (Hind and Moss, 2011).
3. Slow learner: I am a slow learner but when a learn something I become the master of it. 
4. Collaboration and teamwork: I are not used to working in teams and I am not good at collaboration. With training and grooming sessions, I can improve this skill (Cortney-Baird, 2019).
[bookmark: _Toc24371663]Personal SWOT analysis
A personal swot analysis will help me to identify my strengths and weaknesses along with the opportunity of improvement and threats or challenges. 
	Strengths 
	Weaknesses 

	· I am punctual and know the value of time.
· I am well educated and self-educated
· I am updated with the latest information
· I am a tech-savvy person and I know the usage of modern electronic gadgets(Bloom and Kitagawa, 2016).
· I am patient, thoughtful and visionary. 
· I am fluent in English and French    
	· I am a slow learner and it takes more than usual time to learn some new skills
· I am not a good team performer
· I am not good at collaboration 
· Quick problem solving is not my strong point (Skoyles, Bullock and Neville, 2019).
· I am not a creative person.  

	Opportunities 
	Threats 

	· There are opportunities for improving my problem-solving skills with training, reading and learning. 
· I can learn a new language i.e. Spanish
· I can learn computer programming, digital marketing and web designing (Hind and Moss, 2011).
· I can improve my organisational skills    
	· People with more knowledge can do better 
· There are lots of quick learner know have a competitive edge over me (Cotronei-Baird, 2019).
· It is difficult to learnt computer programming and web designing as I am a business graduate, not a CSE student      



[bookmark: _Toc24371664]Personal development plan
The personal development plan will help to develop various skills in a structured way. In the personal development plan, there will be set goals, criteria and time frame to achieve those (Barcham, 2011). PDP will help to design various necessary steps to set and achieve goals. I will follow the following personal development plan:   
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Figure: Personal development plan
Source: https://www.managers.org.uk/knowledge-bank/personal-development-planning

Identify development needs 
One must identify one’s development needs to proceed to the next stages of the personal development plan. Without identifying development needs, it is not possible to set development goals and build ways to achieve skills. At the very first stage of my personal development plan, I will identify personal development needs (Tasker, 2015). Personal development needs can be identified in many ways. SWOT analysis is a useful tool in this regard and from SWOT analysis I can identify some areas like problem-solving, team playing, collaboration, organisational skills, new language and technological skills where I can develop more. 
Establish development goals
It is the most crucial stage of the personal development plan as based on the development goals necessary strategy will be designed and implemented so that the goals can be achieved. Development needs identification help to set the development goals(Barcham, 2011). My personal development gaols and timeline are 
· Improving problem-solving skills (within 2 months)
· Developing collaboration and team playing skills(within2 months) 
· Enhancing organisational skills(within 1 month) 
· Learning a new language; Spanish (within 6 months) 
· Learning computer programming and web designing (within 4 months) 

Looking at development opportunities 
Exploring development opportunities is a good way to identify new areas of development. It also identifies the challenges to achieve development goals. Based on the opportunity analysis new goals can be added and old set goals can be omitted (Tasker, 2015).For example, if there are more penitential for learning Chinese than Spanish, I will add Chinese and omit Spanish in the goal of learning a new language.  
Formulate action plan 
Here the necessary steps will be taken to achieve the development goals. The action plan includes the plans, tasks and resources to achieve. As there are multiple separate goals,an action plan needs to cover all the areas of development plan (Barcham, 2011). Here are the following actions to be taken for each goal:
· Getting training on problem-solving skills
· Working on teams to develop collaboration and team playing skill 
· Attend seminars and workshops to enhance organisational skills
· Admit to a Spanish language learning school 
· Admit to a programming and web designing training centre 

Undertake development 
Development goals will be achieved after implementing the action plan. Some goals will require more time than others. For example, learning organisational skills will be less time consuming than learning commuter programming and web designing (Rimmer, 2018). There is a set timeline for each goal and development goals will be achieved one by one within the set timeline. 
Record outcomes 
The outcomes of the action plan will be recorded to measure the rate of success. Outcomes can be measured in quantitative and qualitative factors. For example, learning 50% of the programming and web designing within 2 months is a quantitative measurement of success, on the other hand, being efficient in organisational skill within the set timeline is a qualitative measurement of success (Barcham, 2011). In this way, I will record the outcome of all the development goals. 
Review a devaluate 
After the set timeline, I will review the development goals and evaluate how well I have achieved those goals. If there are some lacking, I will repeat the same personal development plan to fulfil those lacking (Rimmer, 2018). 
[bookmark: _Toc24371665]Academic skills
Academic skills can be categorised into two parts where the first one is general transferable skills and specific skills. 
[bookmark: _Toc24371666]General transferable
These skills are common to all and anybody can achieve them by getting training and practice. Major general transferable skills are:
1. Time management: The process of managing and assigning time appropriately for each task is called time management. Managing time properly makes a person punctual, efficient and provide a competitive edge from others. By assigning time properly one can achieve one’s goals more efficiently(Cottrell, 2015). A person should follow the general rule of time management where he/she will assign more time for complex and important tasks and less time for easy and insignificant tasks. 
2. Team working:Working in a group to achieve a common goal is called team working where people with various skills and expertise collaborate and help each other. Team working helps a person to gain on-the-job training and achieve the necessary skills from others(Prince et al., 2015). It is normal that a person does not hold all the skills to complete a task and he/she needs help from others and team working provide that help. 
3. Communication: Success in a personal and organisational context depends on better communication. A person should be skilled in all forms of communication. Miscommunication can cause huge damage for a person in his/her personal life as well ascareer. Reading, writing, listening and oral communication skills are necessary for a person to be effective and desired (Listyani, 2018).Knowing the second and third language provide a competitive edge for a candidate. 
[bookmark: _Toc24371667]Specific skills
Apart from general transferral skills a person should have some specific skills to be desirable in the market.
1. Research and note-taking: Conducting research helps to gain knowledge and expertise. Having the habit of taking notes from various source helps to gain necessary information. The ability to use various resources like internet and library is helpful to get important information (Cottrell, 2015).
2. Academic writing: A business graduate should have the ability of academic writing. Academic writing can take various forms like report writing, essay writing an article writing. To write authentic and concrete reports or essay the person should conduct survey to collect necessary information (Prince et al., 2015).
3. Referencing and avoiding plagiarism: When a person collects information from various sources, he/she should cite the source by using appropriate referencing which will help to avoid plagiarism which is an offensive crime and considered stealing and reduce the credibility of the writer (Listyani, 2018).Harvard referencing style can be used to cite the sources 
4. Paraphrasing: The ability to extract main essence from someone else’s writings and write them from own point of view is called paraphrasing. This ability helps to not plagiarise and get necessary information for reports and essays (Gröppel-Wegener, 2012).
5. [bookmark: _GoBack]Summering: A person should have the ability to summarise note-taking articles, reports and essays by taking important points so that reading the summary can provide idea about the main writing (Prince et al., 2015).
6. Communicating and presenting information: The person should know how to present necessary information and communicate with the audience with the proper presentation of the information (Gröppel-Wegener, 2012). 





[bookmark: _Toc24371668]Conclusion
Employability skills and academic skills are necessary to gain success in career. These skills help people to get value and help to stay ahead of others. Both soft skills and hard skills are important in the work environment. Personal development plan helps to achieve the necessary skills within a time period by arranging training sessions and other aspects learning. Academic skills like time management, team playing, communication, report writing by using relevant information and presenting them properly can make a candidate valuable in work life.   
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In-class exercise 1: Paraphrasing (Oct 2019)

Ex.2. Complete the blanks in such a way that the meaning of the second sentence is as close to
the original sentence as possible, using the word in brackets where given. Pay attention to
grammar and make sure what you write matches what is already given.

1) There will be a few chan es around in the office. (announce) g
The boss _edumon nc ot thad _ihore M/VIAZ% be st L%LWWS in the office.

JEr—

2) He doesn't write to me as frequently as | wanted. (-

Iwish f1¢ 40 wiiél 40 wl  wort v[«é% (P
y hSw\QJ,L

3) We were concerned about her health. d

We had some _(onclinS  about /7!/?’ /N’/wgil

Ar~ ,L =
4) You weren't r(}ful, 50 you made so many mistakes, (h/ad) Kowuse ma
If OLW"‘ L)o\, /,\\q_/_lj,kbm{,wq . l(,}wu h/UM@cLM t aly so many mistakes.
5) The council cut fundl%g so we could not provide free parking.
g

Because of _ (O Ll M[ UI/H:S, we (/0\4[06»,//4 f’f‘vb’h‘/le ,[/—M/wf"b-'y
v .

6) His proposal was a fazlure as it wi ﬁtheoretlcal (relied)
His proposal M LorFit, | L M&a&

flepty sl 2L {/M ¢
7) It was Mary who stole money. 1
He accused Mu/dt{ |7_L Sk w(’/mq mulfl"/‘t \/

8) He seems weII educated. However, he's pot very brlght (although) \/
b ows he 1S wot very Lng tode Seews weld - ey adend.

9) Universities place the burden of understanding plagiarism and attribution conventions on
students.
The responsibility for

10) 33% of adolescents who have one baby, have a second baby within two years of the first
baby's birth. (third)
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Student Name:“k‘l&lﬂblw \SI\WWW“" b&mm&'lﬂa Student ID: /57055 v X

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with you Task 1 (part of the Assignment for this module).

Ex.1 Write a paraphrase of the following passage.

Chocolate has always been considered an affordable little luxury, associated with romance and
celebrations. Therefore in 2001, revelations that the production of cocoa in Ivory Coast involved
child slave labour deeply shocked chocolate companies, consumers and governments alike. The USA
passed legislation mandating that standards be created to permit companies who could prove that
their chocolate was produced without forced labour to label their chocolate “slave-labour free.” The
chocolate industry agreed to an international protocol that would give chocolate producers four
years to limit abusive practices.
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