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1. INTRODUCTION

The importance of developing skills in the workplace is the focus of this paper.
In the following pages, I will demonstrate how different skills can apply to different situations and how these can be improved through knowledge and practice.
Good communication skills, reliability, adaptability and flexibility are essential to any business and career, however, there are also subject specific skills which can be used as tools to enrich personal development and strengthen individual practice.
The areas I intend to cover concern what we mean when we talk about skills, the differences between soft and hard skills, the importance of reflection and critical thinking, the range of key transferable skills and issues associated with my personal learning.
Ultimately, I hope that my research will help clarify my position in the workplace.



2. DEFINITION OF HARD AND SOFT SKILLS

The definition of ‘skill’ that Maund, Schriek and Tinkler (2017) elucidate, is the ability to do something well and it comes, for example, from knowledge, experience or aptitude.
There are two different types of skills: hard and soft skills. Hard skills imply technical competence in relation to work experience and knowledge. These hard skills originate from various levels of experience in the workplace, like the ability to use a specific software.
Soft skills instead, are the impalpable, non-technical competence and interpersonal qualities.
These, come from our education and aptitude, using good communication, positive attitude, flexibility, teamwork, punctuality, etc. and they can define the traits of a good leader.








3. S.W.O.T. ANALYSIS AND PERSONAL DEVELOPMENT PLAN

In relation to what has been learned and described above, I practiced the S.W.O.T. analysis and the P.D.P. to clarify and develop my skills.
As I learnt on Moodle during the first week, S.W.O.T. is an acronym for Strengths, Weaknesses, Opportunity and Threats and P.D.P. stands for Personal Development Plan.
Both are useful for strategic planning and to help understand which are my interpersonal skills and what I need to improve on to achieve my goals.
In my personal S.W.O.T. analysis, I recognised that my strong points are the ability to work under pressure, the ability to be flexible and adaptable and also my curiosity and desire to learn. After attentive reflection, I realised the importance of communication in the workplace.
I work in the creative design industry as a fashion designer and in my job, the ability to communicate well is extremely important. Bad communication in the workplace can lead 
to misunderstandings whilst working on a project and this can result in a waste of quality resources, finances and time.
In a small company or team, these minor discrepancies can be very costly and I also recognised that some of my weaknesses were a hinderance to my performance in certain departments.
Work experience is fundamental to creating a solid background and I acknowledged that 
one of my areas of improvement was the lack of practice resulting in a lack of knowledge.
As Bolton suggests (2010), I too worked hard to turn my weaknesses into strengths by identifying the opportunities placed within my capabilities. This has enabled me to determine what are the challenges in the S.W.O.T. analysis and therefore bypass any negative outcome.
During my first week, I learned on Moodle how to complete my P.D.P. 
and promptly identified the importance of developing a strategy to achieve my goals whilst respecting the deadlines and committing to self-reflection. Dr. Stella Cottrell (2010) speaks about skills for success and I was particularly impressed with three chapters in her book.
The first chapter, ‘Self-Management’, explains how the success of a company depends on the capacity and extent of commitment of its employees. Moreover, to be a good employee means to have good organisational skills, punctuality, strong discipline and the ability to meet deadlines and keep up to date with changes and timeframes.
The second chapter, ‘Skills for Success’, is about critical thinking and it discusses the information that we can find through various sources and how to evaluate it.
By separating trivial information from what is the important and by comparing reliable sources, we can understand what is valuable.
The third chapter is ‘Decision Making’ and here, Cottrell analyses the factors contributing to good decision-making process. Amongst these factors are the ability to know what to do, based on the information critically researched and to foresee problems before they become more serious.



4. CRITICAL THINKING AND THE IMPORTANCE OF REFLECTION

We all reflect on different levels and often, as Dr. Stella explains in the chapter ‘Skills for Success’, it transpires that sometimes, the choices we have made were right and other times we discover instead how things could have gone if we acted differently.
Examining the facts again and evaluating their consequences helps us understand if we have acted in the best way or not. Cottrell affirms that reflecting on outcomes, is a long and sometimes complicated process because although focusing on a problem can make us uncomfortable, we must try and avoid to minimise the issues. This process occurs automatically because the most important things to know about ourselves are often the most difficult to listen to, and henceforth self-reflection is important for our own progress. 
For example, in order to show that our awareness is growing, reflection must be associated with the intention of improving a competence. Finally, the best skill to have is the ability to compare opinions with another person and to create an argument and discuss it in order to enrich the original viewpoint. 
Acting on feedback and reflecting on issues helps developing learning and growth.
Reflection leads to critical thinking, as K. Williams wrote in her guide ‘Getting Critical’ (2014), where she discusses critical strategies, dividing her concepts into four parts. 
In her first chapter, she mentions that getting a critical mindset leads to a better understanding of an issue. Asking questions, analysing what you read and evaluating the knowledge is crucial and this critical mentality is needed in the university life and also in the working world. This analytical awareness is what differentiates a methodical person compared to another who selects only partial information.
During a task or an essay, to get an effective strategy, the important step is always to ask the six questions: What? Why? Who? How? When? Where?
These six questions help us investigating the issue we are considering and/or to possibly correct the content and outcome.
Getting critical when researching, means that we have to elaborate our findings and not take every source as the truth. Moreover, it is important to evaluate the sources and compare them with others because personal enrichment comes from confrontation and especially from assessing diverging viewpoints. 
After asking the six questions, one must write down the useful answers that are found in a particularly intriguing and interesting article.
Reworking these points, often using the paraphrasing technique, as I learned on Moodle is also fundamental. These reflections will then be read by someone who will be equally critical and who will in turn, be able to give a different interpretation based on their thinking. 
Additionally, one must accept the criticisms of other people and take responsibility for their own thinking. When the critical process is constructive, it brings benefit to a project and it allows a valuable exchange between people resulting in new stimuli and prerogatives.
The chapter ‘Critical Steps’ demonstrates how framework is used as a structure that can help to elaborate a critical analysis. Furthermore, framework can help with the development of ideas. As Cottrell puts it: “These researchers have not necessarily had exactly the same experiences or thoughts in exactly the same contexts, but they have been in similar situations, researched and reflected on them, and developed a way of categorising characteristics, or looking at situation that may be helpful to other people” (Cottrell, 2010, p.89).
In other words, frameworks are different elements or aspects which clarify the processes I need to follow in writing an essay. All the research and reflection on myself has enabled me to find answers to my questions.
I had never attempted a S.W.O.T. analysis and P.D.P. before and I found both were fundamental in understanding the process of personal development and ultimately focusing on my skills and weaknesses. I also recognise that my skills, through the learnings of my first term in university, have improved exponentially. I now know how to search for references in order to write an academic essay, how to be critical about the sources, how to compare and evaluate what type of information is important and what is not. In fact, my new competences have strengthened my research method and improved my communication skills in the English language. Moreover, during this first term, I also have developed good time management skills like for example I was able to meet homework deadlines and to combine study with work. I will add, starting projects early and giving myself ample time to reassess and revisit my work has made it, in my opinion, as informative and fluent as possible.
I have strengthened some of the methods that I had already adopted in my previous experiences with my own design company, especially by reading Mackevic writings, in particular ‘From Confusion to Conclusion. How to write a first-class essay’ (2014). 
I have found answers to my questions and arranged my new-found knowledge in an orderly and exhaustive manner. Another equally important aspect of this process which is knowing what recruiting companies require for hiring new staff.



5. SKILLS FOR THE WORKPLACE

As Maund, Schriek and Tinkler write in 2017, the soft skills are very important in the world of work today.  As aforementioned soft skills can be quantified and calculated in performance outcomes. These skills become tangible when dealing with customer service or personnel management. In fact, some companies dedicate part of the budget to training and developing these soft skills. For this reason, many managers give priority to candidates who demonstrate to possess these qualities. Business executives are convinced that hiring personnel who are rich in soft skills will benefit the company in the long run because the success of the company also depends on how accomplished the staff are in terms of interpersonal skills.
For this reason, many companies, when creating a team, they use the method of pairing a new employee with an expert mentor who has worked in the organisation for many years.
As a consequence, the new employee is able to learn the technical skills (Hard skill) as well as the interpersonal skill (Soft skills) that are required within the new work environment.
In contrast to these thoughts, there are other companies that only see these courses as mere motivational seminars because they believe these soft skills are of little help for the value of the company. In fact, these companies give more value to technical skills and do not measure the effectiveness of training staff to have good communication skills or to have ethics and excellent teamwork skills. I do not comply with such modus operandi, because I believe that “Hard skills alone may be meaningless without soft skills” (Maund, Schriek and Tinkler, 2017, p.519).
To conclude, in every field of work there are periods of stress and work overload and it is at this moment in time that soft skills become incredibly useful because they encourage positive thinking and enable proactive attitudes.


6.  CONCLUSION

In conclusion, it was my aim to enter university and widen my knowledge of skills for the workplace through reflection and the use of critical method. 
Initially, I felt like the language barrier could have been an obstacle to my learning, however with time, I have discovered that my thirst for knowledge has given me the strength to overcome my insecurities and has allowed me to improve my communication skills. 
Learning new tools will enable me to become the professional I aspire to be because examining such competency in university can truly make the difference for my future career and expand the plethora of opportunities in my field of work. I will work incredibly hard to achieve my goal and master my craft, always keeping in mind where I come from and the culture I belong. Possessing leadership skills, the ability to multitask and to communicate effectively within a multilingual and multicultural capacity such as London, will prove an essential quality to champion in the global world. 
Ultimately, I believe this course is finally offering me the opportunity to develop these qualities and make me grow as a professional in a context that is new and challenging to me. 
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8.  APPENDICES
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Example 1: Personal S.W.O.T. Analysis – Task. 
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Example 2: Personal development Plan – Task.
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Example 3: Task completed during lesson.
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Example 4: Paraphrasing - Task completed during lesson.
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Example 5: Paraphrasing – Task.
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Example 6: Summarising - Task completed during lesson.
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Example 7: Task.


[image: ]
Example 8: Referencing- Task completed during lesson.
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Example 9: Referencing - Task.
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Example 10: Referencing - Task.
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Example 11: Task.
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LINKERS

1 Identifying linkers

B Underline the linkers in the following sentences.

(a) Afew inventions, for msta@tele\nsuon have had a major
impact on everyday life:

b) InG@dditi
dealerships.

alarge volume of used cars are sold through

(c) The definition of motivation is important smE§ it is the cause of
some disagreement.

(d) The technology allows consumers a choice/ thus\mcreasmg
their sense of satisfaction.

(¢) Four hundred people were interviewed for the survey, theithe
results were analysed.

) @another body of opinion associates globalisation
with unfavourable outcomes.

There arc six main types of linker.

W Match each of the types below to one of the sentences above.

(i) Addition (b)
(i) Result @
(iii) Reason (c)
(iv) Opposition (€3}
(v) Example (e)

(vi) Time (@)

2 Practice exercise: Using linkers

When reading a text, linkers arc a kind of signpost to help the reader
follow the ideas.

W Read the paragraph below and underline the linkers, then decide what
their functions are (i.e. types i-vi above).

p a1 |
w BIOFUELS |

|
| Newly published research examines some important |
‘ questions about the growing use of biofuels,@ethanm i
| made from maize. The production of these has increased I
| sharply recently/bubthe replacement of food crops with fuel ||
| crops has been heavily criticised. Although)initially seenasa ||
more environmentally-friendly type f fuel, the research shows |
that producing some biofuelssfor instanca biodiesel paim oil, ||
is more polluting than using conventional oil. The ethanol |
produced from sugar cane however, can have negative
emissions(in other word: akmg carbon dioxide from the
atmosphere(instead oPadding it. Cc nseqlﬂty)lt can be seen ‘
that the situation is rather confused, and that biofuels are |
(ﬁ\erih;ﬂa magic solution to the energy problem[n\or/ars they \
the environmental disaster sometimes suggested |
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Practice Exercises in Paraphrasing

1. Language is the main means of communication between peoples. But so many different
languages have developed that language has often been a barrier rather than an aid to
understanding among peoples. For many years, people have dreamed of setting up an
international universal language which all people are simple and obvious. If all people
spoke the same tongue, cultural and economic ties might be much closer, and good will
increase between countries (Kispert, 2004).

2. "The Antarctic is the vast source of cold on our planet, just as the sun is the source of
our heat, and it exerts tremendous control on our climate," [Jacques] Cousteau told the
camera. "The cold ocean water around Antarctica flows north to mix with warmer water
from the tropics, and its upwellings help to cool both the surface water and our
atmosphere. Yet the fragility of this regulating system is now threatened by human
activity." From "Captain Cousteau," Audubon (May 1990):17.

3. The twenties were the years when drinking was against the law, and the law was a bad
joke because everyone knew of a local bar where liquor could be had. They were the
years when organized crime ruled the cities, and the police seemed powerless to do
anything against it. Classical music was forgotten while jazz spread throughout the land,
and men like Bix Beiderbecke, Louis Armstrong, and Count Basie became the heroes of
the young. The flapper was born in the twenties, and with her bobbed hair and short
skirts, she symbolized, perhaps more than anyone or anything else, America's break with
the past. From Kathleen Yancey, English 102 Supplemental Guide (1989): 25.

4.  Of the more than 1000 bicycling deaths each year, three-fourths are caused by head
injuries. Half of those killed are school-age children. One study concluded that wearing
a bike helmet can reduce the risk of head injury by 85 percent. In an accident, a bike
helmet absorbs the shock and cushions the head. From "Bike Helmets: Unused
Lifesavers," Consumer Reports (May 1990): 348.

5. While the Sears Tower is arguably the greatest achievement in skyscraper engineering so
far, it's unlikely that architects and engineers have abandoned the quest for the world's
tallest building. The question is: Just how high can a building go? Structural engineer
William LeMessurier has designed a skyscraper nearly one-half mile high, twice as tall
as the Sears Tower. And architect Robert Sobel claims that existing technology could
produce a 500-story building. From Ron Bachman, "Reaching for the Sky." Dial (May
1990): 15.
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ANSWERS:

|1. Language is the fundamental methods for correspondence between people groups. Be
that as it may, such huge numbers of various dialects have built up that language has
regularly been a boundary as opposed to a guide to comprehension among people groups. For
a long time, individuals have longed for setting up a worldwide general language which all
individuals are straightforward and self-evident. On the off chance that all individuals talked
a similar tongue, social and financial ties may be a lot nearer, and cooperative attitude
increment between nations (Kispert, 2004).

2. "The Antarctic is the huge wellspring of cold on our planet, similarly as the sun is the
wellspring of our warmth, and it applies colossal control on our atmosphere," [Jacques]
Cousteau told the camera. "The chilly sea water around Antarctica streams north to blend in
with hotter water from the tropics, and its upwellings help to cool both the surface water and
our climate. However the delicacy of this directing framework is presently compromised by

human movement." From "Commander Cousteau," Audubon (May 1990):17.

3. The twenties were the years when drinking was illegal, and the law was an awful joke
since everybody knew about a nearby bar where alcohol could be had. They were the years
when sorted out wrongdoing governed the urban communities, and the police appeared to be
weak to do anything against it. Old style music was overlooked while jazz spread all through
the land, and men like Bix Beiderbecke, Louis Armstrong, and Count Basie turned into the
saints of the youthful. The flapper was conceived in the twenties, and with her bounced hair
and short skirts, she represented, maybe more than anybody or whatever else, America's
break with the past. From Kathleen Yancey, English 102 Supplemental Guide (1989): 25.

4. Ofthe in excess of 1000 bicycling passings every year, three-fourths are brought about
by head wounds. Half of those slaughtered are young youngsters. One investigation reasoned
that wearing a bicycle protective cap can lessen the danger of head injury by 85 percent. In a
mishap, a bicycle cap ingests the stun and pads the head. From "Bicycle Helmets: Unused
Lifesavers," Consumer Reports (May 1990): 348.

5. While the Sears Tower is seemingly the best accomplishment in high rise designing up
until now, it's far-fetched that modelers and architects have surrendered the journey for the
world's tallest structure. The inquiry is: Just how high can a structure go? Auxiliary specialist
William LegMessurier has planned a high rise about one-half mile high, twice as tall as the
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Sears Tower. Also, planner Robert Sobel claims that current innovation could create a
500-story building. From Ron Bachman, "Aiming high." Dial (May 1990): 15.




image14.png
HARVARD REFERENCING WORKSHOP

How would the following references be cited in your text, and formatted in your list of
references?

Book
The Complete Guide to referencing and avoiding plagiarism by Neville, Colin
Book. English. 2nd ed. Published Maidenhead : Open University Press 2010

In text: (Neyill, 2010).

In reference list: Neyjll, C. (2010). ‘The Complete Guide to referring and avoiding
plagiarism’. 2" gdp. Maidenhead: Open University Press.

Chapter in an edited book

Cite a chapter by P Baty. called Collaborative Learning from page 231 to page 248
contained in the following book: Study skills for Dyslexic students.

Hargreaves, Sandra

Book. English.

Published Los Angeles, Calif ; London : SAGE 2007

In text: (Batay, 2007).

In reference list: Batay, P. (2007). ‘Collaborative Learning’, in Hargreaves, S. (ed.)
‘Study skills for Dyslexic students’. London: SAGE.

Journal articles
Putting the Defendant in Their Place: Why Do We Still Use the Dock in Criminal

Proceedings? Mulcahy, Linda. British Journal of Criminology volume 53 Issue 6 (2013):
1139-1156.

In text: (Mulchay, 2013).

In reference list: Mulghay, L. (2013). ‘Putting the Defendant in Their Place: Why Do
We Still Use the Dock in Criminal Proceedings?’, British Journal of Criminology, vol.
53, pp. 1139- 1156.
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Equity and Efficiency in the Workplace: New Trends in Managing Human
Resources. Reid, Douglas; Sfrudler, Robert; Ryner, Sara; Dyer, Lee. ILR
Report 24.2 (Spring 1987): 35.

In text: (Douglas et al., 1987).

In reference list: Douglas, R. et al (1987). ‘Equity and Efficienty in the Workplace:
New Trends in Managing Human Resources’. ILR Report 24.2.

Newspaper articles

Daily Telegraph (London) October 21, 2013 Monday p1
Fears of rising bills as deal is struck for new nuclear plant. Roland Gribben

In text: (Gribben, 2013).

In reference list: Gribben, R. (2013). ‘Fears of rising bills as deal is struck for new
nuclear plant’. Daily Telegraph, 21st October, p. 1.

Web pages

Type the following words into Google: BBC news electronic retinas. Write a reference
for the article “Two blind British men have electronic retinas fitted”.

In text: BBC news electronic retinas was a useful source of information.

In reference list: Google artigle..BBC news electronic retinas’.
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