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The meaning of employability skills is that the transferable skills needed by someone to become “employable”. The employers are looking for a set of skills that they want from an employee, and also the set of skills should come as well with a good technical understanding and subject knowledge. 
Employability is based on the knowledge, skills and attitude of the person, how are you using all of these assets and the way who you express them to the employers.

In the article (Employability Skills)  UK based companies have done a “10 Top Employability Skills”, that actually every company states what they look for in potential employees, defined exactly what these skills mean and how they should put them in evidence at the moment when they have the interview or in an application for a job.

· Communication and interpersonal skills
· Problem solving skills
· Using your own initiative and being self motivated
· Working under pressure and to deadlines
· Organisational skills
· Team working
· Ability to learn and adapt
· Numeracy
· Valuing diversity and difference
· Negotiation skills  

[bookmark: _Toc39449679][bookmark: _Toc39486887]Academic skills

Academic skills are preparing and helping you to develop yourself and to become a good learner at the University level, and to develop the research and study skills which they’ll help you in the future.
Academic skills are very good for the students, because they motivate every student to become more efficient as a learner, they are preparing the students to become confident in the future with the English speaking courses. With the help of these skills, you become a new person, ready to face every challenge from the higher education.
As (Cleeve, Fergus, Cleeve, & Roslaniec, 2020) states, students are expected to have a number of these skills when they start in higher education, and the Global Scale of English (GSE) organises these skills into five categories:

· Academic discourse, are the skills for communicating effectively in debates, discussions and presentations;
· Academic text strategies, are the skills for analysing academic texts very detailed;
· Academic strategies, are the skills for understanding and responding critically to lectures;
· Composition, are the skills for effective academic writing;
· Comprehension, are the skills for understanding academic texts and lectures. 
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A SWOT Analysis is a method for assessing the for aspects of business which are: 

· Strengths, where we have to point what is done well by the person and what you actually see that are your strengths;
· Weaknesses, you have to point what you can improve at and what others see in your person as a weakness;
· Opportunities, here you have to say what opportunities are you open for and how can you turn your strengths into opportunities;  
· Threats, you have to say what threats could harm you and what threats do your weaknesses expose to you. (Madsen, 2016)

My own SWOT Analysis since I’ve started the Term 1 of the module it would look like this:

	Strengths
	Weaknesses

	Hard worker, competitive, good communication, quick learner, reliable. 
	Speaking skills.

	Opportunities
	Threats

	A better job in the future, change of lifestyle.
	Language barrier.
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The meaning of time management is the way how you actually organise the actions which needs to be done in a day, a schedule for a day or for a while.
In the way that (MacKay, 2019) states, the most common question of the students is: How am I actually going to do all this? Every student has the same question, but unfortunately a search on Google in not enough to be able to do that, you have to make a propel schedule for every day and to be able to do something you have to make compromises and to sacrifice some things for a while. In my case, I have sacrificed my free time to spend it useful, by studying and working on my goals.
In his work (MacKay, 2019) collected the best advice on how to stay focused and how to manage your time from student Rescue Time users in both undergraduate and graduate programs.

· Use a daily schedule template to plan your day, because if you have a schedule you can split the hours from the day in the way that you can achieve every day what you have planned;
· Understand how you’re currently spending your time and where exactly you are losing the time, because every day every single person is losing time in the day by doing something what is not priority for the moment, and it’s just a guilty pleasure, like watching a tv show instead of reading something for the next day courses;
· Set proper goals to measure your progress, because you have to know what you are fighting for;
· Break large projects into small, actionable tasks, because it is easier for you to work every day to a project, instead of doing everything in the last minute;
· Beware the planning fallacy, you have to pay attention to the schedule and to don’t lose the precious time for making errors; 
· Follow your body’s natural energy highs and lows, because in the end of the day we are humans, not robots to work or to study all day without pause;
· Take breaks at the right time, don’t take breaks when you feel that it is the best time to work or to study because you can’t recover the time lost;
· Beat procrastination with the 5 minute rule, you have to say to yourself that if you start working on a task and you get invested in it, then it’s easy to spend 3 or 4 productive hours on the task;
· Optimize your study time for Flow, anything that can disturb you when you are studying put it on the side;
· Build better habits and routines for long term success, for example build a routine in the morning when you wake up to pray and to make your bed, a habit that you feel it may help you all day to achieve something and to be a good day
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Personal development plan (PDP) is a written report of the self-reflection and improvement, which doubles up like an action plan very good detailed, utilised for hitting the academic goals, personal goals or career goals.
The personal development cycle starts from: establish the purpose and the direction, identifying development need, looking at development opportunities, formulating an action plan, undertaking development, record outcomes, review and evaluate and so on, the cycle process is keep repeating on and on.
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To create a personal development plan, you have to go through three stages:

· Personal Analysis, at this stage you have to analyse your own strengths and weaknesses; 
· Settings goals, at this stage you have to set a series of goals which you want to hit in a short term, middle term or long term;
· Personal objectives, at this stage you have to set up your personal objectives.

[bookmark: _Toc39486892]The action checklist of Personal development:

· Establish your purpose or direction;
· Identify development needs;
· Identify learning opportunities;
· Formulate an action plan;
· Undertake the development;
· Record the outcomes;
· Evaluate and review.

My Personal development plan would sound like this:

My name is Monica Cernat 32 years old working as warehouse operative company. I am in the first year in Higher Education: Skills for the Workplace. After the Term 1, I feel more confident as a person and I am happy that I have improved my speaking skills, but I know I still have to work on them. 
My short term goal is to improve my speaking skills, my medium goal is to improve myself, to develop myself as a person and the long term goals are to have a good job and to be able to help my family.
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Jobcentre Plus is a government funded employment agency overseen by the Department of Work and Pensions and its purpose is to help people to find a job hunting programmers or eternal job vacancies, while it provides financial support to eligible job hunters.

According to (Understanding Employers' Graduate Recruitment and Selection Practices: Main report, 2015) The Institute for Employment Studies (IES) is an independent, apolitical, international centre of research and consultancy in public employment policy and organisational human resource issues, and they are trying to work closely with the employers in the manufacturing, service and public sectors, government departments, agencies, professional and employee bodies. All the work of The Institute for Employment Studies which they’ve done for over 40 years of experience, it was to focus on the knowledge and the practice experience in planning and developing a person. 
The Institute for Employment Studies is a non profit organisation, which has a team with over 30 multidisciplinary staff and a network of international associates and it is available for every organisation for any details trough research, consultancy, publications and the internet.
The meaning of Recruitment is that it works with the people, by selecting and attracting them into a job role. Recruiting the right people for a company it’s a big responsibility because you as a recruiter have to find the right people with the right skills and goals which the company needs. To be involved into the recruitment team you must have the knowledge and skills need to make effective and fair recruitment decisions.
Every recruitment process is different because it varies from company to company and depending of the role need and organisation’s size and resources, and to do that you have to follow the next stages:

· Defining the role;
· Attracting applicants;
· Managing the application and selection process;
· Making the appointment.

Since I’ve started the Term 1 and until now I feel like I’ve changed myself, I become a better person, I’ve developed some skills that I would never thought that I’ll have, I have developed my speaking skills and I am still working on that, but so far I am so proud of my entire work which I have done so far.
When I have started I felt like I might not be able to accomplish the module because it was something new, something what I have never done and it was a huge challenge because I was scared  and the main reason it was because of the language barrier, because I’ve didn’t felt confident, because I’ve was insecure on my capability of doing something new and making a small and new step on achieving my goal, of having a better job and helping my family. 
The Term 1 from module it worked so good for me, I have learnt about academic writing, how to identify my skills, time management, employability skills and a lot more, and with all this information I feel so happy, because mentally I am growing, I am developing myself and I am making some useful for me.
Now at the end of Term 1 of this module, I feel like I am more prepared to face new challenges and to go through more information and to still work har for my dreams, as I’ve done so far.
In the end, I would like to say that this it was one of the best experiences and challenges of my life, because it was something new and I’ve been able to face so far every obstacle it came and I am proud of me, I am proud of the new person that I’ve become with the help of this module.
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