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Assignment

1.0 Introduction
Every individual has their own approach towards going information and learning new things. Individuals must have clear idea on what they want to achieve in life, what are their weaknesses, strength, what can barrier for them and how they can turn those barriers into opportunities. The main purpose of this assignment is to give an introduction on terms such as transferable and hard skills and illustrate tools such as Personal Development Plan and SWOT Analysis.

1.1 Skills: 
Skills can be determined as an ability, which based on individual knowledge, experience and expertise and how individual can apply those to complete the task.

1.2 Employability Skills:
Skills that are essential in order to word along with people and individual should have those personal qualities, attitudes and values that required from the employer in order to be employed.
Communication and Interpersonal Skills: it can explain things and interpret them.  Meaningful and clear communication and knowledge. 
Problem Solving Skills: Is able to interpret and understand the problem.  Find a solution and deduct the consequences.
Working under pressure and to deadlines: Because of the desire for proof and the compulsion to conform, one is more motivated by deadlines.
Team working: Cooperation at the workplace is very important especially.  Teamwork and communication in it.  Expertise and background work mean learning from each other.
Organizational skills: Can complete the work on time.  Priority will be given for meeting the deadline. Well organized and methodical.
I think I have good communication skills and I speak quickly and answer the question quickly.  My problem-solving ability is excellent in each situation and I react quickly and easily.  I always meet deadlines and try to schedule and organize my time well.  As a team leader at my workplace, teamwork and accurate work are important to me.  Communication daily is clean and meaningful.  Under the pressure I act well and for better performance for me it is important to be recognized and rewarded.

1.3 Soft Skills and Hard Skills: 
[bookmark: _GoBack]Hard Skills: Knowledge of your computer means.  You can quickly write or read or type and understand it.  Use of various programs or machines.  Quickly learning languages(Web.a.ebscohost.com, 2019).
Typing speed is important because you can save your time and learning quickly.
Machine operation management plays a very important role in people's lives, always appearing again and again requires constant self-improvement. 
Computer programming in the modern world is very good task because you can develop your IT skills.
Soft Skills: The finer motor skills are your own time schedule, either how you manage your own time or flexible you are.  Communication also includes how you communicate.  Teamwork also includes how well you manage your team(Emerald.com, 2019).
Communication: I need to improve my communication skills in a day to day basis.
Flexibility in my workplace and my private live as well important as I face with changes often.

2.0 Mind Tools Analysis: 
This kind of test is about getting know yourself better what abilities you have or are doing really well and what you need to improve. As results of the Mind tools test communication and time management were the most common skills for me and I most certainly agree with the outcome.  In daily life and at the workplace as well my time management and communication are very important.  I am a team leader in the workplace, so it is important to have clear and definite communication and to schedule our time whether it is holidays or any kind of futures thing. The communication with the colleges and resident is necessary the clear speaking and a good understanding with them because I need to keep the good contact and if I need to do it something important for them, I must be flexible with my time (Mindtools.com.2019). 



2.1 SWOT Analysis: 
	Strengths:
What do you do well?
What unique resources can you draw on?
What do others see as your strengths?
	Weaknesses:
What could you improve?
Where do you have fewer resources than others?
What are others likely to see as weaknesses?

	Opportunities:
What good opportunities are open to you?
What trends could you take advantage of?
How can you turn strengths into opportunities?

	Threats:
What trends could harm you?
What is your competition doing?
What threats do your weaknesses expose you to?


	I have very good communication skills.  I like to work in a team.  I learn quickly from others.  I am helpful.  I use foreign language and computer skills well.  I'm motivated and a good team player.  I have a good relationship with the staff, they are helpful and supportive.



	Sometimes I have a trouble with my planning and organize things.
The others think I am a very good worker and perfectionist and I can manage my time but sometimes they can see me be scattered.
	I’m going to visiting a library and after search for a private teacher.  Practicing reading and writing websites and practice public speaking.  I feel confident afterwards that. Learn more and motivate myself.  Pay attention to effective time schedule.

	
Because the poor time management, stress and lots of pressure from the workplace and at home as well. Personal issues. Not enough time for learning and improving skills. 







2.2 Personal Development Plan:

	What is my development 
objectives?

	What activities do I need to undertake to achieve my objectives?
	What support/resources do I need to achieve my objectives
	Target date for achieving my objectives

	I'd like to graduate from university.
	I need to learn more to get my education.  Organize my time schedule.  Go to a library to read and practice more.  research work for the modules and self-dedication. Submit assignment on time. 
	It is important to attend classes and learn in groups.  Learn from others at school in the same way as teacher and student. After passing exams and oral tests.
	2020. October

	I want to start my own business.
	Read and learn what it takes to run your own business and find investors to open a company and create a material background for it
	Family background or finding supporters.  to create a financial background for start-up capital first and foremost, what should be based on.
	2021. December

	I want to get my drive license
	I have to study for the test and learning properly the traffic code correctly because of driving if important. The practice on the computer for the test and check the questions and keep repeating for a successful test.
	Sufficient time for scheduling and perseverance and diligence. More resources if by chance the exam fails and a lots of driving practice for the excellent traffic test.
	2020. December





3.0 Academic Skills: 
The Academic skills is learning universal writing and literacy.  Acquisition of digital skills and information searching. Taking notes and writing references and plagiarism. Including understanding and answering questions and writing a report and essay and presentation skills. The university capabilities include intellectual intelligence to understand the question and you can answer it. This ability is very popular to me because it presents self-development. How to write a report at the workplace for example. We are writing a report in every day. I also using my presentation skills regularly at meetings or trainings (Morgan,2016).

3.1 Time management: 
The time management meaning when you can divide my time there is a prioritization of what is priority and more important than the other things. When it comes to your time it is important to know what is borderline and what is not important to know what is more important. So what needs tomorrow is more important than what needs to be done in a month. Time is about efficient use. How you can effectively allocate your time. Be able to prioritize what is important and what is not. Priority is given to school and work. Make a time log for yourself so you know how much time you can spend.
In my workplace I need to schedule my time well because I’m working 12 hours and every minute is important to me when I do. Because if I do it later, I will have to give to the patient the medication with delay or miss a doctor appointment for the resident and managing the time in the care home and workplace as well and cannot waste the time. you will be never can manage your time. It should be need to find a balance between the workplace and a university (Maund,2017).

3.2 Team working:
The teamwork is when two or more people working together but it is not enough to working together to be efficient and effective. Everyone contributes to their success and the goal is important for them and need to find expectations then be committed to the importance of control and management in a team.  Communicating and cooperating with each other is the key words.  Learning from each other and from each other is important for the team working.  For example, in my workplace it is very important to work with a team as it is not possible to work together otherwise. But everyday life should be in a family game, for example, among themselves (Maund,2017).


3.3 Communication: 
The communication is the exchange of information between two persons.  The information type may be verbal or non-verbal communication. The essence of communication is in the response we get from to the partner.  In the communication, we are learning from others and develop our communication skills as well. The purpose is for the sender to communicate something to the receiver and sharing information or ideas with the others.
In my workplace, communication is very important because without communication it is difficult to understanding the other people. Whether it is handing over or even a meeting or a presentation or managing your staff, all this requires communication (Maund,2017).

3.4 Academic Writing:
The academic writing is learning and interpreting and using scientific writings. It can be a report or an essay or a presentation of researching.  Including with the time management, reading skills, good communication skills and critical thinking mode and problem solving and decision making.
For example at the Seymour House Residential Care home  we using it every day the report because we write a daily report of the residents about what they did that day they visited or their medical point of time whatever happens to them we need to document it be a medication list or any other form paper or care plan as well you need to use your knowledge and your writing skills(Morgan,2016).
· Essay: 
The essay is when you are writing down your own thoughts on a topic. It's all about how you view things on a given topic. Include you can answer the questions and understand what you are writing. When writing an essay, we use various sources, such as the internet or books, or want their own experiences. For example, on the university when the term is finished, we need to complete your task which is the assignment (Mackevick,2014).

· Report: 
The report is human-centered, always on-site or based on on-site experience. The report explores and evaluates and generalizes, but the actors are also important. It can be including dialogue. it does not analyze but comes up with subjective facts. I’m using the analytics report every day in my workplace. We need to write down the patient's whole day, whatever happened to him from morning to night. For example, from morning medication to your visitors' daily routine and if there is any major change it should be highlighted and raised in the report.

3.5 Referencing and the avoidance of plagiarism:  
The referral when you are using someone else's work so that you never copying the original work. Because if you are using it you can get plagiarism. When a referral is made you need to rethink the original reference. If you are using the link and put a full source in the link list, then you will not make a mistake or get plagiarism. it is very important to have a citation in place and the citation in the text to be inserted correctly. You can avoid being excluded by using my own words and not copying anything or other finished work from the internet.

3.6 Summarizing: 
The summarizing that means it has some key ideas, information in your own words. They are very concise and succinct to themselves, so what happens to the first employees and they are simply linked to the issue. 

3.7 Presentation:
The presentation one way of communication can be written or verbal communication. its purpose is to communicate and understand key knowledge and information. The presentation consists of a slide that the lecturer will present and may include pictures and examples. It can be a variety of moving images or include sounds and tables that asking the listener some questions. It is important external things font type should not use many colors and should be short concise. For example, I’m using in my workplace when we have programs and events or trainings (Morgan,2016).

3.8 Paraphrasing: 
The paraphrasing when you describe in your own words what you understand but still express the original idea. I will be writing about the topic, but it is content will not change.





4.0 Conclusion

This assignment has written to give a better insight on topics such as academic and employability skills at the workplace and in the personal life. I have used different tools to have a better understanding on my skills such as PDP where I was able to create some long term plans and SWOT analyses where I could see what are my strengths and weaknesses and how can I improve my skills in a better way. The Mind Tools test help me to see that communication and time management is important part of my life. In conclusion, everybody has their own unique skills but there is always room to be better and more efficient, and the tools above will be a great support for that.
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:e»read fhe text ‘To be a great leader, you need to start by leading yourself’ on the previous page.
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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 wrﬂodule).

Ex.1 Write a paraphrase of the following W%w
Chocolate has always been consideted an affordable-little luxury, associated with romance and
celebrations. Therefore in 2001, revelations that the production of cocoa in Ivory Coast involved

child slave labour deeply shocked chocolate companies, consumers and governments alike. The USA
passed legislation mandating that standards be created to permit companies who could prove”that
their chocolate was produced without forced labour to label their chocolate “slave-labour free.” The
chocolate industry agreed to an international protocol that would give chocolate producers four
years to limit abusive practices.
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:’Ime a"oc:te : 1 hour. Please return your paper to the lecturer upon completion. It will be returned
0 you a.( the next session. You will need to include a scanned copy of this exercise in the form ofe
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.

To be a great leader, you need to start by leading yourself

Most people go into top positions with good intentions, but those often crumble due to the demands — and
perks — of the job. If you want to succeed, devote some time and energy to self-leadership, says consultant
Lars Sudmann. Being a leader is a little like being a parent; beforehand, we have all these rosy visions of how
we're going to do it, how incredible we're going to be, and how we'll sidestep the mistakes that we see other
people make. But when it's our turn to assume the role, we find that reality doesn’t match our expectations
or imaginations. Sudmann, for example, believed that he would ace his first leadership role. Then, he held
his first major staff meeting, an employee asked a question about the company’s email signature, and the
proceedings — and his command of them — completely fell apart.

nmmmswmqﬁnh;p-wwmmmmmcmaukm
from improving. Like many in the working world, leaders have too much to do and not enough time to do it;

they don’t clearly think through their priorities and strategies; and being in a position of power causes them
to assume that the people beneath them will take care of a lot of problems.

sic leadership problems” in Marcus Aurelius, the Roman
trying to learn to rally and guide others,
tering self-leadership. Sudmann has found
actions that go into self-leadership.

Sudmann found a potential solution to these “clas:
emperor and Stoic philosopher. Rather than spending his time
Marcus Aurelius focused a surprising amount of his energy on mas!
this orientation tremendously helpful. Below he breaks down three

First of all, you need to be aware of your shortcomings; leaders need to know all of their biases, predilections
and weaknesses. Another idea is to take 5- 10 minutes every day to think about the challenges you've recently
handled and the ones you'll soon face. While Marcus Aurelius was fond of reflecting in the evening, Sudmann
likes doing this over morning coffee. Questions to pose include: “How did my leadership go yesterday? How
would the leader I'd like to be have faced.the challenges | faced? What about my challenges today? What

could | do differently?” Write down your thoughts so you can refer back to them and learn from them.

Also, regulate your feelings; no matter how much preparation and reflection you put in, there will be
employees, colleagues, clients and associates who anger, frustrate or annoy you. That's where the practice
of “reframing” comes in; stopping and asking yourself ... on a scale from 1 to 10, how important is this issue
right now? Then, give yourself amoment to think: “How would the leader | aspire to be handle this situation?”

The answer will come to you.
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Test Your Skills and Find the Resources That Will Help You Most
Instructions

For each statement, click the button in the column that best describes you. Please answer questions as you
actually are (rather than how you think you should be), and don't worry if some questions seem to score 'in
the wrong direction’. When you are finished, please click the ‘Calculate My Total' button at the bottom of the
test

Wl | routinely set realistic goals for
myself, and | track my progress until (e} (o] c (@) O(
I've reached them.

[ 2When | have to make a decision, | pick - pos e - )(
the first good(solutiop | fipd.
4
X3 1 approach life with confidence, and | A P P \( a
have high self esteem.
V 4 When it comes to managing my - - I (7( e
workload, | know my priorities.
Csopam development is an area | admit
‘cutting back on when time and C (@) K (@] (o
resources are limited.
6 | lose time during the day because I'm c ~ )(
not sure what | need to get done. 2 &

7/Nhen | want to motivate people, | try
to use the same approach with each (¢ (2} (¢}

person. e ><Q
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X 8The work 1 do on daily basis reflects

my values, and is consistent with the
goals I've set for myself,

I'm able to communicate my needs,
and | make sure that my message is
heard and understood

rl When | encounter a problem, |

immediately begin looking for potential
solutions.

/ @nm there’s conflict, | use my
‘communication skills to find solutions
and work things through.

12 'm aware of the differences
between Ieaderixiu and management

When discussing an issue with
someone, | try to stay one step ahead
in the conversation, and | actively think
about what I'm going to say next.

14 When | encounter a setback, | have
difficulty focusing on the situation

positively and objectively.

@ 15 I'm motivated to complete all of my
work in a timely manner.




