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‘Every skill you acquire doubles your odds of success.’ Scott Adams
Skills is a general term that describe what you know and how you do it. However, I will examine these skills in the academic and workplace environment. There is a subtle difference between them and the importance of acquiring and master them.  People have a variety of skills and soft skill is one of them; these skills are helpful to work in harmony with others and are adaptable in any situation. Success comes when a person knows herself and give the best to their job or study, it is important to know these skills and how to develop them and use them in any stage of life. Communication is a very important skills that help a person to succeeds in life.
Hard skills are the concrete knowledge a person should know about a specific job or career. As a Journalist knows how to write in that style, he learnt the techniques and rules to write properly to get the job.
As we will see skills is a broad term that can be define as an ability to perform well not only in academic and workplace but in everyday life.
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Skill is something that a person gains through experience and knowledge, perfecting and performing better each time as stated: skills refer to the personal balance into specialised and social aspects on a specific job (Noe, Hollenbeck & Gerhart, 2015). The use of skill happens every day such as academic skills; to be able to write essays and to comprehend and summarise a large amount of information; or employment skills, the ability of work in a variety of environments and situations and the ability to use software like excel. These different skills classified into hard or technical, soft or transferable and employability and Academic skills.
[bookmark: _Toc28811809]Employability Skills

Employability is the ability to be independent within the labour market and having the skills required for employment. This depends on the knowledge, skills and attitude they own and the method they use and demonstrates those skills towards the employers (Hillage and Pollard,1998).

Employability skills are the combination of soft and hard skills required for a person to qualify for a job in a company; depending on the job the company changes the requirements.  However, there are a basic skill required for a person to be considered, these skills are classified into knowledge, skills and attitude.

Knowledge is the amount of basic knowledge an employer usually wants; it is showed by a degree on a relevant subject. It is also general knowledge, such as how well the individual knows the company it has applied.

Attitude is how a person acts towards others, whether it is kind and amiable or hostile and aggressive. An employer always going to be looking for people who are passionate about the job, with the ability to demonstrate it and their reliability. It is how well they work with others, the way they carry themselves and their own self-management.

Skills are hard and soft:
[bookmark: _Toc28811810]Soft Skills.
Soft skills or interpersonal skills are the skills needed and used to communicate with other people individually or in groups. Soft skills are essential to all parts of the enterprise. Their members are charge with dynamism and unity. Being with an experienced management team increases the individual success rate (Kaipa, Prasad & Milus, Thomas & Chowdary, Subhash & Jagadeesh, B 2011). These skills are ones that individual possess and use in day to day life (good habits) and in work (communication, enthusiasm and impression). These skills are generally tested in an interview.

Hard Skills

“Hard skill is an informal term refers to a specific technical abilities or solid factual knowledge require to do a job. It is sometimes said to reflect “what you know” as opposed to “how you use it”, which is more a reflection of soft skills” (Hunt, 2007).  These skills are necessary for an individual to do a specific job, are teachable and are generally acquired through education, whether it is through university, apprenticeships or college. However, it is also possible to gain those skills outside of education; these skills are usually things like typing speed and programming. 
Hard skills are often mentioned on CV and cover letter.

[bookmark: _Toc28811811]Soft or Transferable Skills

Transferable Skills are used in both academic and employment with it being introduced during interviews to find out if the individual is suitable for the company. 

Soft skills are what is tested in an interview whether for academic or employment purpose; it is crucial to know some of the critical skills needed. 

[bookmark: _Toc28811812]Communication is an essential skill needed for any person to understand another person; it builds relationships within families, friends and co-workers. Furthermore, as a skill for employment and academic it is a clear and concise way of presenting ideas. Listening to others, whether it be criticism or praise, speak with clarity, writing in a structured and flowing manner and adequate body posture and gestures. 

[bookmark: _Toc28811813]Teamwork is the ability of an individual to work well with a group of people following commands and working with the interest of the team, not the individual. It is an important skill used as most type of works involves working with others to achieve results. 

[bookmark: _Toc28811814]Time management is the ability to understand and organise priorities into categories for the different tasks. The categories should classify the tasks as important and urgent. Important tasks require no immediate attention while urgent task required immediate action. 
In other words, it is essential for any employment or academic environment that   individuals manage time in an efficient and reliable way to work smarter in less time. 
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The Module Academic and communication Skills shows how to develop skills to enhance people. Different environments as a company, self -employee enterprise and higher studies are full of Academic skills.

Since I started this module, I had a common idea of what it was Academic skills. However, I did not know the real importance of improving and perfecting it to communicate efficiently with others. Now, I see I made some progress working in class with summarization, plagiarism, paraphrasing, presentation skills and sentence order.

My word has just started because I still need to practise a lot, even though, I considered myself an avid reader, my semantic approach still confuses me when writing and speaking without previous knowledge. Moreover, my time management and reading techniques need to practise with consistency to master them.

Improving my Communication is important to step up in my workplace. I am now reading aloud and speaking more often at home to get my muscle working and my memory ready to respond adequately.
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STRENGHTS						WEAKNESS

Patience/positive						Confidence
Leadership/honest						Communication techniques
Basic computer software knowledge				Time management effectively
Hotel Receptionist						Lack of reading techniques
Problem solving



OPPORTUNITIES						THREATS

Get understood by many					Loss of jobs.
Better job perspective	People with better communication skills.
High demand of communicators	Qualify people to compete.
Personal satisfaction
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Academic skills are the skills acquired through education needed for an individual to be able to study efficiently and reliably. A person gains independence and self-discipline, how to manage his time and later in life use those to plan and execute a task. “Those succeeding had both excellent technical skills and “soft Skills” especially the ability to work positively with everyone… a student who learns early of their importance will have a leg up as they begin a business career and life” (Wellington, J, K, 2005).


[bookmark: _Toc28811818]General Transferable Skills
These skills are transferable in both academic and employment environments, and it is essential to know the skills.

[bookmark: _Toc28811819]Communication is a crucial skill in an academic environment. It is the art of knowing when to speak and when not to. However, it is not only that, but it is also the ability to connect to other people, understanding them as a human being and being able to lead a conversation and understanding it. As in a class environment.


[bookmark: _Toc28811820]Time Management is the comprehension of time and how to use it wisely. It is the skill to manage all assignments and task on schedule with time to spare; it is the capacity of prioritising them in order and finishing them on time. For instance, working assignments ahead of deadline.


[bookmark: _Toc28811821]Teamwork is the act of working together in a group to achieve a goal in mind for the team. It is the knowledge that each person in a group has, in a whole makes it work. Especially, doing research in a class team.


[bookmark: _Toc28811822]Problem solving is the logical and creative ways of thinking on how an individual or group can solve a problem. This ability is done every day in the littlest things and is crucial in an academic environment. 


[bookmark: _Toc28811823]Specific Skills 

[bookmark: _Toc28811824]Research in academics answers questions. There are various methods of research from quantitative such as; surveys or questioners to qualitative research such as; interviews or observations. In addition, there are different ways of researching, using the internet and going to the library.

[bookmark: _Toc28811825]Note-taking is the way of recording information on paper to be viewed later.  Could be paper or computer notes. Some of the way of taking notes is to paraphrase or summarise. Both are the act of turning a passage or a sentence into a person own words, with paraphrasing retaining most of the ideas and examples on the phrase, whereas summarisation in just the main idea. Therefore, these methods help people to comprehend text and retain information longer.

[bookmark: _Toc28811826]Academic writing is the deliverance of exact and accurate information justified by reasonings, examples and well use of the language. They are written in a clear and logical way to make sure that everything is understood. 

[bookmark: _Toc28811827]Plagiarisms when someone copies the work of someone else without the permission of the author. It is a severe offence leading to immediate disqualification of the work done having an impact on an individual grade.  That is why we should read the text and paraphrasing, citing the author and referencing in their work. 
“Also keep in mind that plagiarism can occur not only with text, but also in tables, figures, photos, artwork and other graphics-even those with superficial modifications” (Kinsey, B & Comerchero, V, 2011).

[bookmark: _Toc28811828]Presentation Skills is the performance that a person gives of information in a verbal and non-verbal way. The non-verbal signals are as important as the message that the speaker transmits to the audience.
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	Objectives
What do I want to be able to do or do better?
	Actions
What methods I will use to achieve my learning objectives
	Success Criteria
How I will recognise success?
How I will measure my improvement?
	Target Date Review
	Implementation
	Goals
Short (now – 3 years)
Long (after 3 years)

	Improve my Business written skills.
	I will do exercises of the book “Academic written for international students of Business” by Stephen Bailey
	My written word will be assessed by my lectures in the next term. 
	June 2020
	Read business journals.
Listen to business podcast.
Read Economic magazines
	To be review every six months (short goals). It will improve   my Academic skills in the university and my CV.    

	To apply Reading skills adequately.
	Use reading strategies as SQ3R, SQ4R and Critical questions.
	Applying these techniques form memory and recalling what I have read
	June 2020
	Use these strategies not only for reading but for organize my thoughts before speaking.
	Improving it I will gain confidence.

	To improve presentation skills 
	I will record myself speaking common phrases.
	I will reflect in my weakness and will work on it.
	June 2020
	Practising small talks and recording them.
	Practising this objective for more than three years will gain me confidence and demandable in the job market.


Adapted from “CMI Chartered Management Institute, Personal Development Planning template” and “Personal Development Plan Template from Bristol University”.
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Overall every skill a person develop through their life will help them face different environments and make then more successful and adaptable to new circumstances. Otherwise, people need to learn and update skills all the time to be competitive in the job market. There always will be new trends that needs to be learn in this changing world, however there are skills that remain and are transferable between different fields.
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In-class exercise 1: Paraphrasing (Oct 2019)

Student Name: _C.dr} crtnc £ Student ID:

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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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/changes around in the office. (announce}
The bossg%&&mmmgg_w in the office.

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

iwish_he would dyrite me OE-’Cn. \/ i

3) We were concerned about her health,
We had some _Concerns 0{;00"‘ her "W“"be'n

4) You weren't careful, so yox{ de 50 many mistakes, (had)

If \I,BD __chﬁﬁ_l’ hqd_ any mistakes.

were

5) The council cut funding so we could not provide free parking.
Because of +hc coun 4‘&1’6\-‘-’0‘“

6) His proposal was a failure as it was too theoretical. (relied)

His proposal rElied @ mnt__l theoriés ‘H’IC!+ &:lcd.

7) It was Mary who stole money.

He accused

8) He seems well-educated. However, he's not verv bright. (althopgh) (/
IHhougin he tooxs well-cdva ez{bg is not bramny-

9) Universities place the burden of understanding plagiarism and attri

students.

The responsibility for
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Ex.2

Re-read the text ‘To be a great leader, you need to start by leading yourself” on the previous page.
Summarise main ideas from the text in your own words. Write about 175 words.
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