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1.Introduction
	This report which is centred and structured around academic and employability skills will be analysed using research, personal knowledge and modules tools used in class. The purpose of this report is to explore skill structure which is relevant both in the employment sector and academic sector.
	Skills are one of the ways that build our personalities and guide us on the path of life. Several researches have shown that our ability to do things well is part of our everyday life, therefore nowadays the world is heading to perfection in every aspect of education. I will be using tools that will help me to express all my skills to the reader and create a personal plan which will help me to progress and develop the skills missing in my life as an employee.
2. Skills
Skills are very important part of our life. According to the Cambridge dictionary skill is “an ability to do activity or job well”. Some of us are born with certain type of skills and explore it with time. It can be painting, drawing, singing etc, however others need to learn it, repeat it for a while or keep focusing and practising some tasks to achieve good skills.
How quick we develop our skills depends on us. We are able to develop our skills only if we focus on it and try to learn fast during studies according to Morgan (2017). This will make an impact on our future employability skills. If you do not do well during studying and other students have more skills, it does not mean results of your assessment will be worse. Being successful meets a lot of challenges. Skills can be soft and hard.
2.1 Employability skills
Soft skills
These skills relate to your personality and how you interact with other people (communication, motivation, flexibility, listening, speaking etc.). Cimatti (2016) in her article describes soft skills as an elementary part at every workplace. We need them to become successful in personal and professional life. Soft skills are important for making relationship in the organizations. Soft skills can be personal and social, personal relating to knowledge and thinking while social skills is reflected in relationship with others (communication, problem solving, decision making) Engelberg (2015). Soft skills give hard skills opportunity to develop in changing circumstances.
 
Hard skills
 Hard skills are teachable abilities, you will learn it through school, books or on the job (other language certificate, computer programming). Hard skills are the skills needed to do a job. May be described as technical skills - example: if you want to be a motor mechanic you must have the skills to repair motor cars. Generally, to be successful hard skills require the right set of soft skills. (Brandeis University)

Transferable skills
[bookmark: _Hlk25146704]Once we start new work, training or study we must adjust to our role and learn new things. The skills required to do this are called transferrable skills. We learn and try to adopt them in a new environment. These skills are mainly personal skills. Bennett (2006) says “There is no consensus in the academic literature regarding which particular transferable personal skills are most and least important.”
If specific personal skills are required for a successful performance in a job, Employers would take the initiative in developing them among their workforces by creating meetings or trainings and especially if there is severe shortage of workers possessing the requisite levels of these skills. Bennett (2006).
2.2 Academic skills
In every student’s life academic skills play a very important role. We develop these skills through education however we need to put in the effort to achieve good results and be successful. Each university for instance has modules and expected inputs from student. To develop our skills during the course we need different types of activities and work exercises. It is our choice to decide which skills are most needed however some of it we will learn unconsciously. According to Morgan (2017) most common academic skills are:
-critical thinking
-essay writing
-research and library skills
-time management
-report writing
-communication skills
-group working
-presentation skills
-listening
-IT skills
-being able to work independently
-referencing and the avoidance of plagiarism
-prioritising tasks 
3.My own academic and employability skills
 SWOT analysis
2


During this term we have been improving and exploring our skills. Most of us possess skills that need improvement while other skills are well known. In my case I am the person whose first language is not English so my writing and understanding can be difficult. In the class we have been developing our personalities and discovering learning and communication styles. I would like to use SWOT analysis to elaborate and identify my skills. SWOT analysis is a technique used to assess an individual or organisation to identify personality or performance. SWOT means:
S-strength
W-weakness
O-opportunities
T-threat 
	                            Strength  
· Team working
· Listening
· Problem solving
· Communication
· Prioritising task
· Ability to work under pressure
· Time management 
· Presentation

	                               Weakness
· Essay writing 
· English speaking
· IT skills
· Ill-tempered
· Negative thinking
· Referencing 

	                      Opportunities
· Education
· Better job
· Better communication in new environment
· Positive way of thinking
	                               Threats
· Work and University pressure
· Time pressure
· Health issues 
· Stress


Designed by the author.
Some of the most important transferable skills are team working, time management and communication which are important in every aspect of working and studying:


3.1. Team working
To face any challenges and work efficiency across every organisation team working is a very important factor. Team working gives opportunity to practice “discretion in team, enhances satisfaction, promotes effort” Maund et al (2017). It is essential for big organizations like factories, companies or Universities. Teamwork helps us work more effectively, develop new skills like communication, learn from others and reduce work pressure. As a part of the team we can explore different point of view which might help us in our work progress. Our beliefs, emotions and behaviours have a massive impact in relations with others. Morgan (2017)
 I do like to be a team member. It teaches me to assume responsibility for others or the task given. In our course, a big part of the learning process is teamwork. It starts from the very beginning and help students to make relationships with others. This skill enhances people’s confidence and it is the first step to develop leadership skills.
3.2 Communications
Communication is important in academic and employability life, we need ability to: read, understand, pass and complete instructions. There is two type of communication verbal and non-verbal both is very important in teams or groups. We have got to interreact, work together, compromise, look for solutions to deliver good performance and achieve goals. Most common is verbal communication. We are communicating massage to another team member by speaking in person or by the phone. It might happen that what we are saying does not apply to our behaviour, this might confuse message receiver. So non-verbal communication is when we communicate by behaviour, eye contact, body language or physical appearance Maund et al (2017). Examples of  non-verbal communication are: written message, letter or email. It is very important how we send the message and to who. Non-verbal helps team members to acknowledge verbal message. Listening and assertiveness are part of communication skills. Those two factors are very important to understand what others try to explain or say to us. Communication is very important during the academic and employability life. Our success depend on it. One of my skill which we are learning during our course is presentation. Presentation skills require other skills like creativity, confidence and memorising. In each module during my course our ability to present our task or homework is very important.
Presentation is defined as: ‘’the oral delivery of information to achieve a particular objective” Morgan (2017).  For a student presentation can be a verbal version of an academic essay or it can be part of an assessment. We can present individually or in groups. It gives the chance to show your ability to speak, perform and work under pressure. To have a successful presentation and achieve the desired goals, we must prepare well in advance. We should also be able to control our stress levels and communicate well with our audience. We can use the following practical tools during a presentation: PowerPoint, pictures, videos and handouts.


3.3. Time management
One of the most important skills is ability to manage our time. Being a member of University involves reading, participating in lectures, completing assessments and homework. All these challenges require time and the meeting of deadlines. Failing to manage our time correctly show reflects a weakness. In the future managing our time can be a stressful process in our career and therefore it is good practice to commit to this during our student life. We should be using our planning skills to manage our time, ensuring that we have enough time to complete a task. We must make sure we understand a topic or job description well. The main factor is to spend our time wisely and prioritise tasks especially if we are relatively slower than others. One of my strength is time management which gives me the ability to encourage others to work efficiently and meet expected deadlines.
 Personal development plan (PDP)
I would like to use this tool in my report to show skills which I still need to improve during my student and employee career. Other name for PDP is individual development plan. It is a key to “long-term employability” Maund  et al (2017). The aim of this tool is to plan, create deadlines and do research of what we need to achieve. It is recommended and important for any organisation to make your development plan and track it to be prepared for performance review. It is our responsibility to manage our time well and make most of it to be successful.
	What do I want/need to learn?
	What will I do to achieve this?
	What resources or support will I need?
	What will my success criteria be?
	Target dates for review and completion 

	Improve language (writing, speaking)
	· Read books, magazines.
· Have conversation only in English.
· Start reading vocabulary books.
	· Access to library.

· Online research.

· Tuition 
	· Good notes/marks through my course.

· Getting degree  

· New job opportunities 
	
· October 2020

	

IT skills
	· Read technical books.
· Find the course to boost computer skills.
· Build my own website.
· Embrace a variety of software.
	· Access to library.
· IT courses
· IT magazine
· Online tutorials.
	· Good results in University.

· New job opportunities.

· Improved IT skills
	
· February 2020

	


Referencing
	· Read books
· Practice 
· Research online
· Write references  while working on the essays
· Avoid plagiarism and learn paraphrasing 
	· Access to library
· Online tutorials 
· University guide 
	· Good marks in academic writing 
	
· February 2020


Designed by the author.


As part of our academic exercises we learnt things that contribute towards final assessments and future work. One of such tasks we carried out in class had the aim to improve our communication, listening and writing skills. An example is paraphrasing which is very important in essay and report writing. This is because it is always important to reference material whilst avoiding plagiarism. Paraphrasing gives the student the ability to reproduce material without plagiarising. Another useful task we did in class was summarising which lets students analyse and outline main points of the work. The feedback given from the lecturer gave us a view of strong and weak points to help us in our future progress in the University. 

4.Conclusion 
The aim of my report was to explain to the reader how important the role skills play in our whole life. Setting up goals and achieving them make us successful. We should be exploring our skills through whole life and take the opportunities to learn and develop our potential. There is no age range required to learn something new. Sometimes a new job expects from us new personal skills or qualification. This should give us the motivation to meet the required expectations.
 Brown and Hasket (2004) as cited by Morgan (2017) emphasize on “who you are” being as important as “what you know”. Personality and qualification are equal in our existence. Self-motivation and self-awareness are key in employability life, where personal circumstances create our job preference. Choices we make in our life is a result of our personalities and character which we develop or learn in our whole life. There will be a lot of challenges we meet and criteria we must reach before we accomplish our plan to become successful. As long as we are capable of learning new skills nothing can stop us from achieving a goal. Being able to analyse and use tools we learned during the course (paraphrasing, academic writing, presentation) is necessary for employability life and it is a fundamental factor of any job application we create.
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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 this module).

Ex.1 Write a paraphrase of the following passage.

Chocolate has always been considered an affordable little luxury, associated with romance and
celebrations. Therefore in 2001, revelations that the production of cocoa in lvory 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. b e :‘,}\u:f,gf'j (o jrdnmaT~y
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Ex.2. Complete the blanks in such a way that the meaning of the second sentence is as close to
the original sentence as possible, using the word in brackets where given. Pay attention to
grammar and make sure what you write matches what is already given.

%
1) There will be a few changes around in the office. (announce)
The boss __annou /Vf/’/& aa; ustment  wmtl Fole ploee  inthe office.
- v/ G /

2) He doesn't write to me as frequently as | wanted.
iwish___he could contocl me _pore offere.

3) We were concerned about her health

We had some __ ,0r0 @S _<ons /wmw Aer QR % On
%

4) You weren't careful, so you made so many mistakes. (had) h W
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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 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.

After some months, Sudmann realized he was fighting against certain entrenched factors that keep all leaders
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.

Sudmann found a potential solution to these “classic leadership problems” in Marcus Aurelius, the Roman
emperor and Stoic philosopher. Rather than spending his time trying to learn to rally and guide others,
Marcus Aurelius focused a surprising amount of his energy on mastering self-leadership. Sudmann has found
this orientation tremendously helpful. Below he breaks down three actions that go into self-leadership.

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 I 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 a moment to think: “How would the leader | aspire to be handle this situation?”
The answer will come to you.
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Ex.2

Re-read the text ‘To be a great leader, you need to start by leading yourself” on the previous page.
Summarise main ideas from the text in your own words. Write about 175 words.
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Paraphrase the Following:

1. ‘If the United Kingdom withdraws from the European Union without an
agreement, it will encounter financial hardships.’
From an article in the Times newspaper on 17 July 2019 by Maria Johnson.
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2. ‘Rich people, businessmen and the terminally ill are not worried by the
problems of the poor.’
Book by Harpo Marx 1970.
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3. Speaking directly to people is better than writing to them because you can
hear things in their voices and see their expressions and their body
movements.
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4. The elderly man could not ascend the stairs without stopping because he was weak
and had to pause every five or six minutes to catch his breath.

he old mon could a0t chimb Jhe Storks
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5. One of the benefits of teamwork isqﬂat if gives members of the team the opportunity

to listen to other viewpoints and recommendations and to broaden their own ways of
looking at problems and solving them.
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6. It is estimated that 75% of people in Britain believe that changes in the weather are
happening because of the pollution caused by heavy industries. Others believe that
there is no relationship between the two.
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