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This assignment will represent skills in generally – their different types, and how important is to develop these skills to achieve your goals. I will show my opinion and understanding on this subject. And how these skills helped me in my education, work and personal life. I will apply my SWOT analysis which I have linked with my Personal Development Plan. This will show how much easier I can achieve my goals.

[bookmark: _Toc39518444]Skills 

Skills are the ability to use knowledge, talent, experience and competence to do a job or task. These qualities can be improved and help people to be better in a specific area. Skills that can be acquired make them more confident to succeed in their life, career or study. This success depends on people`s continual learning of new things, progress and realisation. Skills can be built through real life, work experience or learned from education. People are born with one part of the skills, but the other they have to learn and improve (Indeed, 2020).

[bookmark: _Toc39518445]Academic skills 

There are different types of skills which are needed for a different purpose. Many skills are needed to be a successful student. The student needs to have the ability to listen and read carefully, to understand the topic of the subject. To have good academic writing – to show his knowledge properly and to make a good presentation in front of a group of people. Other skills that are needed are good time management – to come on time for classes or to manage his time to have enough for learning. Working with others in a group and to have good researching skills – to find right information from the correct source and good author. These skills are also known as academic skills. 
In this class very useful for me was when we learned about researching skills. I knew that for one research you need to find the answer to a question and to research a different view of it and to compare them. From this class I understood how important the source of the information is. You just can`t take the first thing that you find on the internet and start to read and interpret from there. I learned that I have to check the source if it is credible or written by an author. This skills will help me to find credible information quicker and to find a solution for the question that I have. 



[bookmark: _Toc39518446]Employability skills

Employability skills are on one side these which can help us to be hired on a specific job, on the other hand are these which help us to be successful in this job. Employability skills are essential, they are necessary for you to be hired, and you to be preferred to another candidate. Employers are looking for graduated candidate with experience and skills which are acquired through their study, work and social life. Employability skills are part of transferable skills because all the knowledge and experience which you can achieve can be transferred to another job. One part of the employability skills are good communication skills. The strong candidate for every job needs to have excellent written skills to write emails, letters and reports. Good verbal and nonverbal communication skills to be able to perform his ideas in front of a group of people, and to have good presentation skills. Also for the candidate to listen carefully and to be able to understand the tasks and follow instructions (Doyle, 2019).
For example, my good communication and interpersonal skills helped me to get my previous job which was a shop assistant. On my interview I showed the manager that I am not nervous, I can easily make a conversation with unknown people and I am polite and kind. This was the main qualities for which he was looking for. I got the job and I was really good at it because of my communication and interpersonal skills. I achieved my daily goals by selling products to the clients. I made a lot of permanent clients. They come back because I successfully built a relationship between us when I gave them advice and paid attention to their needs. 

[bookmark: _Toc39518447]Soft and Hard skills
Difference between hard and soft skills. Hard skills are these which you can learn in specific training and acquire through practice or education. They include knowledge of some specific software, machine and tools. You can learn them, but most of the time they are important for a specific job. Soft skills are these skills which you can use and transfer from one job to another. They are more related to the way you work with others and your personal qualities (Skillsyouneed, n.d.).
My example for hard skill is from my current job. I work in warehouse where we use smart devices with software which is related with artificial intelligence. This software is specifically made for this company and its needs. When I started this job I didn`t even know about this software, but I had training to learn to work with it. At the first few weeks I was not so good, but with practice I got used to this software. In time I become more quicker and efficient of doing my job. This hard skill which I learned to operate with this software is specific for this current job. 
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[image: ]Source: the author

“SWOT analysis is the examination of your (or your organisation’s) situation by looking at Strengths, Weaknesses, Opportunities and Threats” (Skillsyouneed, n.d.). 
When I sit down, start to think and write my strengths and weaknesses I start to look forward and think how I can improve myself and to be more efficient and successful. I start by planning how I can do that and what will help me to achieve my goals. This is a long process, it`s not enough just to go to the university and to learn some skills. You have to develop these skills with effort, diligence and persistence. When you develop these skills you will study better and more efficiently. All these things you can achieve when you have a motivation to change the current situation. SWOT analysis and Personal Development Plan are linked with this planning of our own goals and how to achieve them. When I made my SWOT analysis I sow clearly which are my strengths that can help me and which are my weaknesses that I have to improve them by study and practice. The opportunities in my SWOT analysis are directly linked with the goals in my Personal Development Plan. Skills which I need to achieve my goals are academic skills, time management, academic writing, paraphrasing, researching skills and critical thinking.
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Time management is an important skill not just for studying but in the workplace too. Time management is the way you plan and organize your day to work on specifics tasks. If you take enough time for the important things that you have, you will be more efficient. This will make you calm and that will help you to reach your goals for the day. To improve time management it is important to prioritize the different tasks and to make a to-do list. That means to make a difference between urgent things and important (Skillsyouneed, n.d.).
It was very useful for me when we learned in this class about time managing and more specifically about the table urgent/important. Before that I generally made just a to-do list when I was planning my goals. After the class I started to make a time table and to note which things are urgent or not urgent and which are important or not important for the next few days or for a week. Thus I will not neglect and delay like always the not urgent but important things. I don`t do some of my tasks and promises for few weeks just because I forget about them. Because when my aim is to do all the urgent things first, there is not enough time even to think about the other tasks. But when we put them in a table in a specific day, they will became urgent on this day. This is how I will do all my tasks for the week without missing any of them. This will make me more efficient, organized and I will have time for everything.  

[bookmark: _Toc39518450]Paraphrasing

The meaning of paraphrasing is to make one text different for another by changing the words in it. The whole idea of the text has to be the same as in the original text. This is a useful academic skill which help us to avoid plagiarism. The main point of paraphrasing is to take ideas from another author and interpret them in your own writing and put a reference. 
Understanding of this academic skill learned in this class is very useful for me. I understand the main idea of paraphrasing and the techniques which I can use to do it right. I can use paraphrasing to support my point of view with other sources. I can do it when I understand the text of the author and write it in my own words. This academic skill is very helpful for quick note taking in class. I use it when the professor is talking and I want to write more information quicker. Then I use paraphrasing to compress the information. 

[bookmark: _Toc39518451]Academic writing

Academic writing is the ability to write logically and structured in academic style text. The information from the text has to be clear for understanding and in a formal tone. This is the right way to present information in your university exam, essay and dissertation (Sheffield, n.d.).
By learning academic writing skills in this class helped me easier to write official documents and letters. These skills are not just related with our education and to know how to write good essays, assignments and reports. Academic writing is a very useful skill which I can apply in my work by writing reports and emails. I can use them to appropriately write documents, letters or emails to official institutions and government bodies.

[bookmark: _Toc39518452]Conclusion
There are many different types of skills. They can be achieved in many ways and at many places doing numerous tasks and actions for the matter. It is very important to develop skills, and it is even more important for these skills to be of your advantage. This advantage give us confidence and make us more successful and efficient in every aspect of our life, work and education. I understand that developing different kind of skills would improve my thinking and my actions on my way to complete the goals that I have set.
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Good communication skills
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people and if there is a problem
tosolve it

Team working — | can work with
other people to achieve the
common goal.

Time managing — | can plan and
organize my time to do my job
and projects on time

Weaknesses
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Six publications of various formats are described below. Iry expressing the
reference details for each in the Harvard style and putting them into alphabetical
order in a reference list.

1. Abook with the title: ‘Occupational health and safety', published in Sydney in 2004
by McGraw-Hill, with authors M. Stewart and F- Heyes, This is the second edtion

(Stewart and Eigyes, 2004)

Stewart, M. and tigyes, . (2004) Occupational health and safety. 2% gdp, Sydney
McGraw-Hill

2. Abook with the title: 'Intemal control and corporate governance', with authors K.
Adams, R Grose, D. Leeson and H. Hamilton, published in Frenchs Forest, NSW
by Pearson Education Australia in 2003,

(Adams et al. 2003)

Adams, K et al. (2003) Internal control and corporate governance. Frenchs Forest,
NSW: Pears Education Australia

3. An article by M. Scardamalia and C. Berelter, called 'Schools as knowledge-building
organizations', published in 1999 in a book edited by D. Keating and C. Hertzman,
called Today's children, tomorrow's society' in New York by Guilford as pages 274
10289

(Seawamalia and Beile, 1999, p. 274)

Scaramalia. M. and Betelle, C. (1999) *Schools as knowledge-building
organizations’, in Keating. D and Hertzman, C. (ed.) Today's children, tomorrow's

society. New York Guilford, pp.274-269

4. Anarticle by J. R Savery.and T M. Duffy, called "Problem based leaming: an
instructional model and its constructivist framework, published on pages 31 to 38 in
the journal 'Educational Technology', volume 35, number 5, in 1995,

(Savery.and Duffy, 1995, p.31)

‘Savery.and Duffy (1995) ‘Problem based learning: an instructional model and ts
constructivist framework, Educational Technology, 35(5). pp.31-38

5. An article called Integration and thematic teaching: integration to improve teaching
and learning’ by S. Lipson, S. Valencia, K. Wixsan,and C. Peters, published in 1993
in the journal ‘Language Arts', volume 70, number 4, pages 252 10 263.
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(Lipson et al. 1993, p. 252)
Lipson, S et al. (1993) 'Integration and thematic teaching: integration to improve:
teaching and leaming’, in Language Arts, 70(4), pp. 252-263

Avideorecording of a television documentary called 'Embers of the sun', produced
in 1999 by the Australian Broadcasting Corporation in Sydney

(ERES of the sun, 1999)
‘Embers of the sun' (1999) Australian Broadcasting Corporation, Sydney
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