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 Employability skills can be defined as a skill that are transferable that are needed by a person in order to qualify them as employable. They represent a collection of essential abilities which involve the development of a knowledge base, expertise level, and a mindset which is necessary for success in the current market place (Kent, 2019). The employability skills include soft skills, also referred to as interpersonal skills, which describes an individual's attributes, personality, social cue s, and the ability to communicate with others. Soft skills are skills that characterize how an individual interacts in a relationship with others.
The employability skills one should have directly depends on an organizations operating conditions, and various organizations possess different standards. Through a broad range of research, the conclusion of what most employers need as a baseline of employability skills are similar and can be categorized as follows (Cai, 2012). The purpose of this paper is to do a personal analysis on academic and employability skills. The report will define broadly what employability skills are and analyses the basic skills sought out by employers.
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[bookmark: _Hlk17114734]The Chattered Institute of Personnel and development which is a professional body for Human Resource and people development view based on the CIPD/KPMG quarterly Labor Market Outlook which is a survey of UK employers, the primary attribute that employers are seeking is communication skills. Over forty percent of employers rank this to be their top skill requirement. Communication takes place every minute in a workplace environment, therefore, possessing an effective skill on communication can potentially assist in having good relations with the staff and managers thus having a good working environment that fosters productivity and efficiency.  
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In the society today, it is not enough to only possess individual working abilities. The current work environments call for teamwork and people to interact and work together in teams towards a desired objective (Paul, 2019). Working in groups speeds up productivity and trough the team dynamics better ideas on how to handle issue arise, thus making progress more efficient. 
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In an always dynamic environment of competitive progress, companies and organizations are faced with limitations and issues that they will need to overcome in order to stay afloat and maintain their competitive advantage over rival companies (Paul, 2019). Companies look to their employees to be competent enough to offer an innovative solution to bring a solution to issues facing the organization. 
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Being in an age where technology is part of our daily lives, having technology skills becomes important (Paul, 2019). Employers require employees who are proficient enough to in using telecommunication systems and have an understanding of the current trends and can apply them to their specific job roles.
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SWOT matrix is defined to be a technique of strategic planning that is used to assist an institution or individual identify Strengths, Weakness, Opportunity, and Threats that they possess (Mindtools, 2019).
[bookmark: _Toc17120445][bookmark: _Toc17657639]Strengths

· I have an exemplary teamwork and organizational skills. I am able to build on ideas and work effortlessly well in a group setting.
· I am able to personally get a thing done well without being coaxed to do it. I know my boundaries and limits and always ready to ask and welcome advice when needed.  
· I often prioritize my task and handle them according to the importance and plan everything out so as to enable a scheduled form of doing tasks.
[bookmark: _Toc17120446][bookmark: _Toc17657640]Weaknesses

· I am weak in listening skill more often are the times that I am not fully paying attention to one specific thing when being addressed I tend to drift away of focus on an issue that is disturbing my mind and needs my attention and needs to be solved. 
· I tend to miss out on most conversations and frequently need elaboration or further explanation and update.
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· I will become more employable compared to others if get accreditation and professional certifications as employers seek to employ people who are more skilled and have much more to offer in the manager positions other than the basic qualifications. 
· Having worked as a manager at Crowndale, I have work experience in the position of a manager which offer me an edge as the work experience shows evidence of basic skill needed for a manager position like being a leader and organizational skills.
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· Due to job saturation, I am faced with the threat of employment pressure and given the many graduates seeking similar positions competency issues are a big threat as it will require individual effort in proving to be competent otherwise will face unemployment.
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Currently, I am working as a manager of Crowndale. Crowndale Food Services is based in Leicestershire supplying the area and neighboring areas with quality drink and food products. Working as a manager in Crowndale LTD, I was able to gain various skills over what I initially had in joining the company. These skills include;
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Given the general nature of the services offered by the company, as a manager, I was needed to be able to create good working relationships in order to develop a working environment that was productive. I employ the open-door strategy where employees are able to casually come up and inquire or share, which made for an open relationship, which made it easy to manage.
[bookmark: _Toc17120451][bookmark: _Toc17657645]Organizations Skills

Following the many activities which take place in the company of delivering the company’s products from the warehouses to various locations to clients as a manager I needed to have good organizational skill that will enable me keep track of schedules, the working staff and budget so as to ensure that client are able to receive their quality products timely and as ordered.
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It is common for an issue to come up in a business environment either among the staff, operations, or services offered. It is important that I was competent enough to offer innovative solutions to all problems that might come up in a manner that it does not compromise the company's policy and objectives. As a manager it was within my duty to offer an environment that would foster progress therefore, I implemented strategies such as staff meetings which enabled the management to inform the staff on the company's growth and offered the staff a platform of openly air their issues and have them play a part in the decision-making process which enabled the staff feel more involved and avoided disunity as both the management and the staff were on the same page in agreement.
[bookmark: _Toc17120453][bookmark: _Toc17657647]Speaking Skills 

As a manager, I had the role of being an intermediary between the management and the staff, which meant that I often had to communicate and give instructions. This relayed on my ability to speak and effectively covey any information in a manner that they would best understand.
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As a manager, I was in a position of interaction with many people from customers to staff members, which needed some level of skill to be able to effectively interact in a purposeful manner.
[bookmark: _Toc17120455][bookmark: _Toc17657649]Future Goal

My future employment goal is to become a Healthcare manager. A healthcare manager is a person who has the duty to oversee and manage the day to day activities and long term goals of a healthcare facility or department (Huston, 2017). The healthcare manager is among the leaders of a healthcare administration team. Their duty of overseeing the healthcare services offered by a medical facility requires them to be skilled and knowledgeable as they are required to co-ordinate and plan the actions of nurses, medical staff, and doctors. The general objective of a healthcare manager is ensuring that services are in operation smoothly, and the patients are getting quality treatment possible. The skills needed to become a healthcare manager includes:
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In a healthcare setting where various activities are taking place simultaneously and each activity has the potential of affecting another (Huston, 2017). Having a good judgment is key as when it comes to examination of both consequences and benefits of potential actions in order to identify the most appropriate and make a decision as the decision made affect a number of people who need to be considered like the patients and practitioners. 
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Given that healthcare is such a sensitive field as it includes the health and wellbeing of individuals being detailed oriented is important (Huston, 2017). Given that services offered in such a setting require some level of expertise being detailed oriented assist in avoiding practice mistakes and errors which might potentially impact the quality of care being offered and also the safety of the patients receiving the care from the healthcare practitioners.
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Being a sensitive field, it is important that managers be critical in their thinking. In order to keep the operation of the healthcare facility run smoothly, it is important to identify weaknesses and strengths and seek innovative solutions and approaches to solve problems by reasoning logically. Problem-solving is important, and that comes about through effective critical thinking that will include all associated variables and make a decision that is informed that does not compromise the objective of the healthcare organization.
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Holding a manager position means that your part of the leadership; therefore, it is important to hold various leadership skills and characteristics. At a managerial position, it is important that the staff under the manager are able to depend on the manager for guidance.
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 As a manager, it is important to be current in terms of technological advancement in healthcare data analytics and systems implementations for healthcare service improvement.
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According to Cottrell (2008), Personal development Plan is defined to be a supported and structured process that is done by a person in order to reflect on their individual achievements and plan for their educational and job development.
	
	Short-term 
	Mid-term  
	Long Terms 

	Section 1 - My Goals What are my overall goals that I want to accomplish in this time period?
	Improving academic writing skills and time management Skills
	Finishing Level 4 within a year  

	Getting a job as a Healthcare manager

	Section 2 - Skills and Knowledge to be Learned
What specifically do I need to learn? What project do I need to work on?
	· Planning and Scheduling 
· Academic writing 
	· Learning outcomes of Level 4
	· Leadership and Organizational skills

	Section 3 - Next Steps 
How am I going to acquire the skills and knowledge? How am I going to do this project?
	· Practice tests on academic writing 
· Creating a time table
	· Attending Lectures and doing assignments
	· Enrolling to a healthcare manager course 

	Section 4 - Resources 
What resources do I need?
	· Tutor

	· Course Outline and Books 
	· Funding

	Section 5 - Time Schedule 
What is my time schedule?
	· Daily 
	· Daily
	· After finishing Level 4

	When will I start?
	17/08/2019
	Next Semester
	After finishing Level 4

	When do I expect to finish?
	Year-End
	Year-End
	After course duration

	Section 6 - Completion 
When have I completed each step?
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	URGENT
	NOT URGENT

	
I
M
P
O
R
T
A
N
T
	· Check E-mails 
· Document daily expense 





	· Staff Briefing 
· Equipment maintenance 

	
N
O
T

I
M
P
O
R
T
A
N
T
	· Giving unscheduled day offs 
	· Running personal errands during work hours.



[bookmark: _Toc17120463][bookmark: _Toc17657657]Conclusion:
Employability skills are defined to be the skills that are transferable that are required by a person in order to qualify them as employable. It is considered among the deal breakers for any employer when seeking to employ. The basic skills include teamwork, communication, Technological and problem solving. A personal SWOT analysis revealed my personal strengths and weaknesses which needed to balance in order to be employable. A job as a manager at Crowndale offered a great deal of experience which will assist in being a healthcare manager, though a different environment the skill set will stand to be valuable. A personal development plan and Time management plan was necessary to draw a plan on how to gain the necessary skills sand improve on weaknesses to achieve the set goal.
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In-class exercise 1: Paraphrasing

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).

Student Name: {2 \\\net bbag student ID: __\R\"1007]

Ex.1

Write a paraphrase of the following passage

Mike Erwin never envisioned himself as a social entrepreneur or activist. While he was no stranger
to leadership positions, his primary experience had been in large, structured organisations. He
thrived in the highly regimented program offered by the school. Later, Erwin excelled in his
assignments in the Army, winning multiple awards and medals. However, the founding and growth
of Team RWB had none of the characteristics of his previous endeavours. Erwin’s enthusiasm and
the organisation’s mission caught on rapidly and Team RWB attracted media attention
disproportionate to its size. Very quickly, the organisation grew beyond anything that Erwin had
anticipated. Without any intention to do so, Erwin accidently became an entrepreneur.
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In-class exercise 1: Paraphrasing

Ex.2. Decide whether the paraphrased passages are acceptable or unacceptable by circling thes
correct answer and briefly explain why.

Original Source: A key factor in explaining the sad state of American education can be found in
overbureaucratization, which is seen in the compulsion to consolidate our public schools into massive factories
and to increase to mammoth size our universities even in underpopulated states. The problem with
bureaucracies is that they have to work hard and long to keep from substituting self-serving survival and
growth for their original primary objective. Few succeed. Bureaucracies have no soul, no memory, and no

conscience. If there is a single stumbling block on the road to the future, it is the bureaucracy as we know it.
Edward T. Hall, Beyond Culture, Anchor Publishing, 1977, p. 219 .

Paraphrase 1 (acceptable / unacceptable (71_

Reason:

Ameri'can education is overly bureaucratic. This is manifest in the increasing size of educational institutions,
even in small states. Bureaucracies are bad because they tend to work to promote their own survival and
growth rather than that of the institution, as was their initial objective. Most bureaucracies fail because they

have a conscience or a soul. | believe that bureaucracies are the biggest stumbling block on the road to the
educational future.

Paraphrase 2 - acceptable /

Reason: Beczuse | Yok nok cncoyh infox paakien e

Bureaucratization has proved to be a major stumbling block on the road to our educational future. American
institutions have become factories that are more conducive to the growth of bureaucratic procedures than
to the growth of the students who attend them. Bureaucracies have to work long and hard to keep from
promoting their own survival rather than the educational goals that were their primary objective.

Paraphrase 3 acceptabl®/ unacceptable >@

Reason:

Bureaucratization has proved to be a major stumbling block onthe roéd to our educational future. American
institutions have become factories that are more conducive to the growth of bureaucratic procedures than
to the growth of the students who attend them. This means that, as Edward T. Hall says in his book, Beyond
Culture, today's educational institutions "have no soul, no memory, and no conscience".

Paraphrase 4(- acceptable™junacceptable l/

Reason:

In his book, Beyond Culture, Edward T. Hall discusses the problems posed by the increasing bureaucratization
, of American educational institutions. Hall maintains that overbureaucratisation is one of the key factors
governing the state of education in America today. He points to the tendency of bureaucracies to promote
their own growth and survival first and foremost, and observes that few overcome that tendency. He believes
that this is responsible for the fact that many public schools bear a closer resemblance to factories than to
educational institutions. In Hall's words, "Bureaucracies have no soul, no memory, and no conscience.”

Lecturer’s signature: ___ m _ Date: 26/7 ([c‘

2|Page





image3.jpeg
'6* Trinity Satnt David Academic and Employability Skills (ACE) - term 1
L\ &Y LonboN BMSW4001

Student Name: &ma \LQ’\M Student ID: \%\100')

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 your Task 1 (part of the Assignment for this module).

Ex.1

Read the following text and make notes on the main ideas. You can do this on a separate piece
of paper which you do not have to hand in.

The success of ALDI

The food retail industry is a highly competitive market. Aldi understands that its customers want
value for money but do not want to compromise on quality. This case study will demonstrate how
Aldi uses a lean approach to its business operations to offer its customers quality products at
competitive prices. What distinguishes Aldi from its competitors is its competitive pricing strategy
without reducing the quality of its products. In fact, in some cases Aldi’s products are 30% cheaper
than those offered by its competitors. Aldi can do this because the business operates so efficiently.
The three core values of Aldi are simplicity, consistency and responsibility. Lean production ties in
closely with these values. For example, Aldi stores are simple in design and all stores are very similar
which creates consistency.

For Aldi operating efficiently involves reducing costs in all areas of the business. Some of the key
areas where Aldi is able to minimise costs are by saving time, space, effort and energy. Aldi’s
approach to doing this is to run its business around the principles of lean thinking. Whereas other
food retailers have elaborate displays, additional services and promotions that draw customers into
the business, Aldi’s core purpose is to ‘provide value and quality to our customers by being fair and
efficient in all we do’. The principles of lean production are planned and built into everything that
Aldi does. This starts within its supply chain. For example, up to 60% of Aldi’s fruit and vegetables
are sourced locally where possible, reducing the need for long and costly delivery journeys.

The principles of time based management are also built into the training provided for Aldi’s
employees. Through training staff to do a variety of tasks around store Aldi can minimise its staff
requirements. Staff costs can also be reduced as fewer staff are required if they can perform a
variety of duties throughout the store. Aldi’s ‘no-nonsense’ approach to retailing therefore leads to
cost saving in numerous areas. These cost savings are passed on to customers in the form of lower

prices, allowing the business to differentiate itself from its competitors in terms of price, as well as
the quality of the products it has on offer.
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In-class exercise 2: Summarising

Ex.2

This task is designed to see if you can summarise ideas from course materials in your own words.
Re-read the text ‘The success of ALDI” on previous page. Now answer the following question in
your own words: What factors contribute to ALDI's success? Write about 175 words.
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