Academic and employability skills

	Student Name
	Conceicao Pinto Afonso Neto Ferreira de Matos

	Student ID
	1811980

	Module Name
	Academic and Employability Skills

	Module ID
	BMSK4001_LON

	Lecturer
	 










Table of Contents
Introduction	2
Word-processing and presentation software identifying skills	2
Organising	3
Gathering relevant information	3
To analyze literature and researching and presenting findings	5
To Communicating and presenting information	6
To developing an appropriate writing style	7
To use digital technologies to support learning	7
Conclusion	7
References	8




[bookmark: _Toc28896700]Introduction

Employers look for skilled individuals when looking to hire new employees. The skills employers look for may vary from job to job however, there are certain skills that all employers look for such as communication and organisation skills, because these skills are beneficial to get along with colleagues and customers as well as organising your workspace and time. I will be analysing the skills that I currently have, the skills that I do not have, then I will evaluate these skills and determine which of them are the most relevant to get the job that I want.

[bookmark: _Toc28896701]Word-processing and presentation software identifying skills 
Word processor is application programmed to enter text, edit, save, print, cut or copy, paste, check spelling and text formatting. Word processing skills also allows me to make professional documents that can be used at work. In situations where there is a group activity, numerous copies of one document may need to be sent to each group member, with the ability to be updated if anyone makes changes, and I know how to make a document function like this (Wilcox, 2008).
I possess word processing skill that gives me the ability to produce a neat quality document which is an advantage in finding a job.
Self-evaluation skill is a skill which allow me to assess my own work or learning and find out the positive and negative things on it.
I also have other transferable skills like presentation skills.
Presentation skills gives me the ability to effectively deliver a message to an audience through an engaging presentation.
This skill is very useful for me because it is the main form of delivering a message and projecting my ideas to a large audience. It is similar to communication skills, however this requires me to be able to express my thoughts in front of many people for an extended period of time where I will need to stay engaging. Furthermore, presentation skills require me to be able to adjust my presentation and slides depending on my target audience. 
[bookmark: _Toc28896702]Organising 
Organisation skills- the ability to effectively use your time on multiple tasks and remain coordinated.
Organisation skills are very important because they help with time management and this is very helpful in a workplace to ensure work is being carried out effectively. It is also helpful because it allows me to prioritise certain tasks appropriately and this allows work to be carried out more efficiently. “Poor organisation usually means less productivity and missed opportunities and can lead to increased procrastination and stress” (Skillsyouneed, 2017) , this is bad because it leads to decreased levels of productivity in work and study.
I must be organised to help me get to work on time, help me achieve my goals while studying and help me day to day in my life. These three parts of my life mean being organised and using this skill is necessary.
The skills mentioned above, highly valued in a workplace.
[bookmark: _Toc28896703]Gathering relevant information 
Note taking is very important for any university student as it helps to understand lessons and consequently helps with learning. This method has advantages not only in classrooms but also outside of class. This skill allows me to write key ideas, organise it and then review it which gives me good understanding and helps with remembering special pieces of information that I collected.
The internet helps in searching and getting a number of results about my studies, also helps in finding tips and advice on skills I need and how to improve skills I already have. 
Library: allows me to go beyond what I learned as it offers a wide range of sources like journals and books to expand my knowledge about topics being taught.

Reflecting on experience: While using the internet, library or note taking methods in my day-to-day life I recognise the skills that I have above all are communication skills, teamwork and collaborative skills, active listening and time management. These skills are detailed bellow:
Communication skills
Communication skills- the ability to effectively express your ideas to another person whilst also understanding their views in a conversation.
I use communication to understand my colleagues in my workplace and give them appropriate feedback. In case of any trouble I encounter at work, I try to negotiate with people and reach a consensus. According to Morgan “understanding human communication is not easy” (Morgan, 2017)  this demonstrates that communication skills is not an easy skill to acquire therefore, having this skill in the workplace makes a person advantageous over someone who has not acquired this skill.
The first time I effectively used my communication skills was when I worked at a primary school as a teacher. It was important for me to have good communication skills at this workplace because I was required to be able to properly and effectively communicate with my colleagues and students. 
Teamwork and collaboration skills
Teamwork and collaboration skills- the ability to effectively work alongside a group of people. Team working skills is extremely important in a workplace, and this is a difficult skill to achieve because it requires the efforts of multiple people working collectively as a group, additionally everyone thinks differently, and this can lead to contrasting views. “Working well in groups and teams requires some understanding of how teams and groups function” (Skillsyouneed, 2017) and I believe I have this understanding.  Furthermore, using my collaborative skills, I act as a supportive person and I can help team-members move in the same direction and this consequentially maximizes productivity.
At my old workplace, this skill was a necessity because I worked at a restaurant and communication and teamwork between staff members was compulsory. I made sure to maintain a good relationship with my colleagues because it made work and teamwork easier and kept customers satisfied.
[bookmark: _Toc6591639]Active listening – I pose this skill as one of my strengths. I can be focused on meetings or conversations to gather key pieces of information that are discussed. I also have the acknowledgment that some information should be kept secure from team-members or groups (Doyle, 2019)

Time Management – to be organised and stress free enables me to be more productive. To be able to accomplish my tasks on time I follow some guidelines of time management skills such as: Know how I spend my time, set priority, I use a planning tool, get organised, I schedule my time appropriately, delegate, stop procrastinating, I try to avoid multitasking, I manage time wasters and I stay healthy (Chapman & Rupured, 2008) 
[bookmark: _Toc28896704]To analyze literature and researching and presenting findings
The author Moragn (2017) states that an individual’s ability to communicate has a number of implications as it will affect people’s ability to work in teams and cross-culturally, capability to demonstrate your leadership skills, performing well on presentations and impressing at interviews. My communication skills help me to deliver my message appropriately while working in a team, so my view is well understood in order to avoid miscommunication in a workplace. Collaborative skills such as cooperation, assertiveness, responsibility and coordination are essential for teamwork effectiveness (Hall, 2005). These skills that I have helps me understand my team members therefore gain impressive results in meaningful ways for the company.

Active listening skills is good for me to achieve a professional excellence as it requires you to understand the meaning of message (Maund, et al., 2017) . Furthermore, as I am looking for a career in health and social care, time management skills that I possess helps to maximise productivity, improve efficiency and meet the expectations in a workplace. Today’s changing environment in social care requires staff members to possess effective time management skill to be able to deal with patient’s needs.

Academic and employability skills required to learn and improve

I also have other academic skills that I need to improve and other that I need to acquire.  Below, these skills will be discussed in detail: 
Presentation Skills: this is one of the skills that I want to improve but in order to do it I need urgently to control my nerves and anxiety. Presentation skills is difficult to do because a lot of concentration goes into carrying out a presentation and making sure I am loud and clear when I speak, engaging, and staying on time throughout, all of this while remaining calm and not letting myself become nervous. (Skillsyouneed, 2017)
Research/Critical thinking skills: the ability to select material, go in depth to understand it then form a detailed report about it. To conduct a comprehensive research, it is necessary in the first instance to identify the source related to the topic as it leads to a better in-depth understanding of the information needed. Here, time management plays an important role to establish schedules for searching, recording and note taking about existing information.to critically think, I should be able to be critique someone else’s work.
Creativity/Problem solving skills: This involves identifying the problem, defining it and finding an effective solution. Today, organizations prioritize individuals that are creative and dynamic in work situations that can resolve complex and unfamiliar problems, generating the best solution then implementing it in a timely manner. (University of Kent, 2019)
Computing skills: the ability to successfully operate numerous technological devices and software. Computing skills is an extremely advantageous skill to have because computers and other technological devices and software’s can be found in most jobs today, hence being able to operate these devices and systems will be very beneficial. In addition, learning to properly use software’s such as Word and PowerPoint are also useful in jobs because of their extensive use worldwide. To acquire this skill, I would need to practice using devices and software’s unfamiliar to me regularly. Yi and Davis say that “Computer skills are key to organizational performance” (Mun Y. Yi, 2003), this means that having knowledge of and acquiring computer skills will lead me to be more organised in work and study.
[bookmark: _Toc6591641][bookmark: _Toc28896705]To Communicating and presenting information 
Presentation techniques includes the use of multimedia visuals and audio together with software. To present information in a successful way, I should be able to judge the audience’s understanding, be able to meet my audience’s needs, be confident in my content and control the environment by testing my timing, equipment setup and if possible practice in the room to be familiar with the place.
Visual Style: The use of large and colourful slides without small texts to get the audience engaged, and this is useful for presentation under the pressure of time.
Connector style: this style presenter can be on stage or in the audience which trigger the audience interaction and feedback.
Instructor style: this style is best used to pass the complex message however the presenter should balance its focus between theme and the targeted audience.
[bookmark: _Toc6591642][bookmark: _Toc28896706]To developing an appropriate writing style 
The first step is to think on what to write and then plan and structure it. When an idea is in place, the next steps should be linking it together and ensuring that the motive of writing is demonstrated. Allowing space between words and above paragraphs, using punctuation correctly and writing a text to be understandable for the audience for who/whom it is designed for. Using various authors ideas, I am able to write a piece of work, by linking their ideas to get a better picture of what I want to write about in the topic. Analysing their work helps me judge on positives and negatives and then finding connections between the work. 
[bookmark: _Toc28896707]To use digital technologies to support learning 
The interactive nature of ICT and its software is a valuable resource that helps in searching of information related to various topics and therefore, crucial in supporting learning.
Tools like alumni, faculty administration software, admission software and eLearning contribute to universities to run smoothly, therefore technology is supporting learning. (Capterra, n.d.)
Distance learning:  for those who do not have much time to sit in classroom it is a good option to use technology to learn remotely.
[bookmark: _Toc6591644]Co-ordinate live video: this conferencing technology allows an expert into the classroom to give live seminars or lessons about certain topics.
[bookmark: _Toc28896708]Conclusion
The importance of possessing different skills is an advantage to distinguish myself from others in job searching and have professional success. This work reflects on academic and employability skills needed and any improvement required to be successful in the workplace. Apart from this, this work highlights the presentation techniques and taking advantage of technology in learning. The technology platform in this changing environment is crucial in helping peoples writing styles where documents can be formatted and structured easily. By possessing the right skills for health and social care means that I am on right path for my career aspiration in the health sector.
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