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[bookmark: _Toc27820063][bookmark: _Toc28516519]Introduction
In this report I will focus on the different types of skills and why is so important for us to develop them. Starting by a general description, I will focus on my own experience talking about my own academic and employability skills through the SWOT ANALYSIS and I will create a PDP (personal development plan) in order to plan my future.
[bookmark: _Toc27820064][bookmark: _Toc28516520]Skills 
 When we talk about skills, we mean all the abilities we have in order do a certain thing properly. Some of them we already own but most of them we need to learn and to improve day by day.
[bookmark: _Toc27820065][bookmark: _Toc28516521]Employability skills.
By employability skills we mean all the abilities we have so that we can get a job and also how we relate with others. All employers look for these skills in every candidate and, so, the better you are at certain things the higher is the possibility of getting a job (Doyle,2019). We can divide these skills into two main categories: soft or transferable skills and hard skills.
[bookmark: _Toc27820066][bookmark: _Toc28516522]Soft skills
Soft skills are general skills that are not related to a specific sector or job but are general abilities that everyone should have in order to succeed in the relationship with others and our personal development (Cheary, n.d). They are fundamental for our everyday life. Among these skills are communication, the teamworking and the time management.  Communication is the process of sharing information or thoughts, and this can have different forms. It can be verbal, for example, writing, reading or speaking, or it can be non-verbal, as in body language. A person should be able to transmit a certain message, to understand and give a feedback, especially in a working environment where you are everyday in touch with hundreds of people. I work in a restaurant with many staff and customers from all over the world. In this case communication plays a fundamental role and is not always easy to deal with people who speak different languages and have different cultural backgrounds so there are always misunderstandings.             Teamworking takes also an important role as all the staff members need to work together in order to achieve the common goal that, for example, in my case is to make the costumers happy with the service. Working in team becomes difficult most of the time because not everyone is willing to put in a side their ego, collaborate and accept the ideas of the others. This is the case when we should focus on these skills and try to improve them and try to learn from the others.                                                                                  The time management has a fundamental role as well. The first thing that makes you a good employee is being on time. Managers expect us to be on time at work and to be able to finish a certain task respecting the expiration dates given. So, it is very important to organise our own work respecting the deadlines and organise ourselves with all the things we must do.
[bookmark: _Toc27820067][bookmark: _Toc28516523]Hard skills 
Hard skills are interpersonal skills, generally related to a specific job or sector, and are indispensable to obtain a certain job position. It is necessary to do some trainings or courses in order to develop them (Doyle,2019). Known also as technical skills, they can be for example logical thinking, research method, programming, technological abilities, and so they differ from job to job (Reddy, n.d).Unlike the soft skills, which are determinate by our personality, these ones depend based to our education and experiences. 
[bookmark: _Toc27820068][bookmark: _Toc27827155][bookmark: _Toc28516524]My own skill analysis
As I previously talked about skills, in this part of the report I will analyse my own skills making use of the SWOT analysis. This analysis includes different factors: the strengths, the weaknesses, the opportunities and the threats. Through this I will reflect about what I am good at and what I still need to improve.  
 STRENGHTS                                                                WEAKNESSES · Good at working in team 
· Good at relating with others
· I am a very creative person
· I love learning other languages 

· I find difficult managing my time
· Sometimes I find difficult communicating with some people




OPPORTUNITIES                                                         THREATS · Living in a big city like London that gives me the possibility to know knew people everyday
· Studying experience abroad


                                                                                                                                                                                 · First time I study and work at the same time
· Speaking a different language from mine 



        


[bookmark: _Toc27820069]                                                                                          Source: Created by author. 
Academic skills 
When talking about academic skills we refer to the skills we need to have in order to succeed in our academic life and so in our studies. We can identify two main groups regarding these skills: general transferable and specific.  
[bookmark: _Toc27820070][bookmark: _Toc28516525]General transferable skills
These skills include the soft skills, about which I talked before. They can be for example the teamworking, the communication or the time management. They are not only important in the work environment but also in the academic one, like school or university. Working in team and helping each other is very important. Students are usually required to do group works. Most of the people prefer individual work because seems to be simpler to study by their own and do not have to relate with other people who have different organisation in time, but if we want to reach the common goal, that can be to pass an exam or present e group project, is clear that this is the only way to do it. However, there are also other factors we must considerate in order to succeed academically and one of them is the time management. As a matter of facts, we never have enough time to do all the things we are expected to. Especially in big cities, like in my case London, where we are always rushing and we spend lot of time only moving from a place to another. Is extremely important to organise our time, find out what our priorities are and try to concentrate on them. In the students’ life the priority is obviously to finish the studies and get a degree, but there are many obstacles that can divert their attention like for example the job, the hobbies or the free time. Working and study is not simple. Two or three days a week are busy because of the lessons and almost the rest because of the job. So, we must be able to make an optimal use of the time we have from the gap between job and university and elaborate a studying method with is quite fast but exhaustive. 
[bookmark: _Toc27820071][bookmark: _Toc28516526]Specific skills 
 Specific skills are those skills crucial in order to succeed in our academic life. We are     required to learn and improve them since the beginning of our student career, as they are the basis of our writings and exams. In the next sections I will focus on these skills and explain in what they consist and why they are important.
[bookmark: _Toc28516527]Research and note taking
The class lessons and the notes taken during it are without any doubt the first important step, but however is not enough. Students are required to do their own researches on internet or books in order to acquire more knowledges and information about a certain subject. However, this does not mean we can take as correct everything we read but we must select the information, make sure the sources are reliable and decide whether they are relevant or not. 
[bookmark: _Toc28516528]Academic writing 
Students must be able to write essays, reports or any type of academic writing properly and with the use of a formal language. The structure, the grammar and the words are fundamental. The language must be clear and concise. The tone must be formal. The structure must be logical.  
[bookmark: _Toc28516529]Referencing 
When writing it is obligatory to put references near every concept or idea that we took from another author’s writing in order to avoid plagiarism. If we look at the exact definition of plagiarism it means the practice of stealing someone else’s ideas and assume that they are our owns ideas (Cambridge university press, 2019). So, it is very important to put citations in order to avoid all the consequences due to this process. Referencing includes both in text citations and bibliography. To do the in-text citations we just need to write near the sentence in question the surname of the author and the date when he wrote it. Then when we do the bibliography we will be required to put more information: surname and first letter of the author’s name, date of the publication of his writing, the title of the book or, if we took it from the website, we have to put the title and the link of the site followed by our accessed date on it. The bibliography, however, must not only include the sources already cited in the references but all the sources we read before doing our writing.
[bookmark: _Toc28516530]Paraphrasing
Paraphrasing is another method to avoid plagiarism. Paraphrasing means to use someone’s work or writing, changing the original words using synonyms, restructuring the sentences, but of course keeping the original concept or meaning.  In other words, from the original text you keep everything but the words (Nordquist,2019). 
 
[bookmark: _Toc28516531]Summarising 
Summarising is another technique to avoid plagiarism. By summarising we mean a short description of something focusing only on the main point. So, once we get the key point of a story or writing we start to talk about it, keeping the sequence but restructuring the sentences. The final text must: have a good paraphrasing structure, follow the same order as the original and not contain personal opinions. 
[bookmark: _Toc28516532]Communicating and presenting information
Another important thing for the academic life is to be able to make formal presentations. Eye contact with the audience, body language, clear and quite loud tone the voice and power point presentation clear and formal are some of the key skills presentations everybody should have.
[bookmark: _Toc28516533]Personal development plan
	Which is my goal for the future?
	When do I want to achieve it?
	What I need to do?
	Which obstacles may I get?
	How will I solve these problems?
	What I am doing now based on my goal?

	My goal is to get a degree in banking and finance and get a job here in London.
	I would like to achieve it in the next five years.
	Get my certificate in higher education and apply for a level 5 course in order to study banking and finance.
	I may find difficult to manage time between university and work and also the fact that I have to study in another language.
	I will try to find a job which keeps me less busy and has flexible hours and ask help to someone if I will be in difficulty. 
	I am attending the first year of university (level 4) in order to get the certificate of higher education in order to have access to a level 5 university


                                                                                   Source: created by author.
[bookmark: _Toc28516534]

Conclusion 
[bookmark: _GoBack]In conclusion, whatever you do in your life, all these skills are very important. My expectations for the future are to get a university degree for banking and finance and then to find a job in that sector. From myself I expect to develop my knowledges and skills, to take all the opportunities life will give me and learn from them in order to transform my weaknesses in my strengths. I still need to improve lot of academic skills and to understand that asking help from the other people is not something wrong. I hope to be able to achieve my goal one day, but as we never know what life deserves for us, meantime I will do my best to learn as much as I can to succeed in my academic and working lives.
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