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1.INTRODUCTION
	

The scope of this paper is to identify my present strengths and weaknesses through a swot exercise and to show a Personal Development Plan for the future. I will also give examples from my own experience of how important these skills are.


[bookmark: _Hlk26711835]2.	What is a skill?

A skill is the ability to perform a job often within a given amount of time, resources, or both, with calculated outcomes. Skills can be divided into hard skills and soft skills. Soft skills are also named transferable skills and include communication, team working and time management.


[bookmark: _Hlk26711854]3.	What are employability skills?

Employability skills are essential to:
Get a job
Keep the job
Do the job well 

4.Communication
Communication is an essential skill both in employability and academic studies.
 For employability, the skill is essential in order to be able to read, write, and listen, to be able to understand and give instructions.  Also, in academic studies one must be able write, read and listen. There are different aspects of communication such as verbal and nonverbal.  


5. Team working 
Teamworking is important both in the workplace and in the academic world.  Example: at work and at University.
Related to my job, collaboration and good communication with my teamwork is an important model for delivering health care to patients.
In Academic studies teamwork is as well very important in delivering good presentations and achieving higher marks by having good communication and collaboration one to each other.

6.Time management:
Time management is an essential skill in the workplace, an employee must be punctual and to ensure that time is managed effectively to achieve goals within deadlines.  Example:
A time-management strategy involves setting up a fixed time to study each day, setting the read time, and developing a time plan for completing large tasks (Mandarah et al., 2006). The truth is that without a schedule, students can't do their homework on time.  Students get distracted, because only when the dates are so close and some of them even miss the assignments do, they start to work on their jobs. They also feel stressed and overload in their lives and lose balance. In my case, I always draw up my weekly schedule following the priority rule and major grades. Almost 70% of people feels that time management is the main factor in successful goals achievements (Mandarah, Donnelly and Dailey-Hebert,2006).

I can therefore logically organize my time and know what to do first, what to do next, and the period to complete it. Every term, I arrange assignments and concentrate my study on them. Time management therefore has an important role to play in successful study.



[bookmark: _Hlk27469764]7.How students should gain EMPLOYABILITY SKILLS?
Academic study allows learners to understand that the learning process they experience in higher education has significance in other ways. Of example, preparing an essay requires the use of science, observation, and time-management skills, as well as the general planning and management of projects. Likewise, during my academic career, I had a lot of in-class exercises as well as group work.

[bookmark: _Hlk27469792]8.SWOT stands for Strengths, Weaknesses, Opportunities, and Threats, and so a SWOT Analysis is a technique for assessing these four aspects of my skills.
When reflecting on my professional development, I think my strengths and abilities have greatly improved and my level of responsibility has developed to reflect this.

As a healthcare assistant, my skills have been developed over a few years and across a wide range of jobs. My present job is very gratifying and provides a base for the development of my profession.
I believe that my knowledge of the healthcare job has helped me in terms of multidisciplinary practice, negotiations, and mediation and leadership, to build the basic skills required for me to perform well in my environment. This will provide a solid basis for improving my future career in the industry and reacting effectively to changes. 

My SWOT ANALYSIS

	 MY STRENGTHS:

Patient and careful - This is a very important skill leading to this role. Working with children involves a lot of patient and protective attitude from my side.

Quick learner - I always found an easier way to learn things quicker from practical training instead of reading or listening, and my role involved a lot of practical training which helped me a lot to get the skills required.

Team worker - Before my current job I worked for a few years in a nursing home, where I had the chance to work every day in teams. There my teamwork abilities improved a lot and now I can say I have very good teamwork skills.


Friendly - This is one of my best skill I can say. I am a very friendly person, and this helped me a lot over the years to make a lot of good connections and friends.



	MY WEAKNESS:

Lack of education – As I mentioned before, my experience through all these years in my jobs is not enough to develop my career because of the lack of education.

Disorganized – Unfortunately, I am not that king of person who organize things well sometime.

Not creative enough – I am not very good when I need to create something, I am always struggling to start something.

Not very communicative -I always was that kind of person who preferred to step back and leave others to discuss more.


	 MY OPPORTUNITIES:

Better education- This year I decided that is the time to start my studies and finish what I suppose to do few years ago.
 
Flexible job shifts - My current job position is an opportunity for me to study because of the flexibility offered from my employer.

Support from University – Another opportunity to perform well with my studies is because I get a lot of support from the University.


	MY THREATS:

People with better education than me – people with better education than me I believe they are considered threats for me., because they have more knowledge and skills.  

Time management – time management is a threat for me, even if I do it well most of the time, sometimes I cannot control it. 

Digital skills – Because of my lack of education, and because in my job I do not have to deal with digital skills very often, they are a threat now for me, I am not very good with them.







[bookmark: _Hlk27469829]9. My PROFESSIONAL DEVELOPMENT PLAN:

My key area of work is pediatric complex healthcare assistant, in the domiciliary environment at HFH HEALTHCARE. The core tasks that this role involves are:
Clinical care which include medication administration, ventilation, tracheostomy care, diabetes, insulin administration, Epilepsy, how to manage a seizure, and many more complex disabilities. My future goals are to get better education and to improve my knowledge and skills so I can get a better job in the same field.

Current strengths:
1.Good communication skills: 
One of the qualifications for the Care Certification is good communication skills. An exchange of information strengthens the awareness of the needs of a person while involved in health or social care. If the data is inaccurate or misleading, mistakes may be made that may lead to coverage that is not personally based.

2.Patient and careful:
This is a very important skill leading to this role. Working with children involves a lot of patient and protective attitude from my side.  

3.Quick learner:
I always found an easier way to learn things quicker from practical training instead of reading or listening, and my role involved a lot of practical training which helped me a lot to get the skills required.
4.Team worker:
Before my current job I worked for a few years in a nursing home, where I had the chance to work every day in teams. There my teamwork abilities improved a lot and now I can say I have very good teamwork skills.
5.Friendly:
This is one of my best skill I can say. I am a very friendly person, and this helped me a lot over the years to make a lot of good connections and friends.


[bookmark: _Hlk26711944]10. Academic Skills
Approaches for learning are academic skills, important for my graduation and is useful for lifelong learning.
Academic and practical skills:
· Written English- this skill is important in academic studies because without it no one can perform well, to write assignments and taking notes.
· Essay writing- this is a skill which require to be able to write an assignment in academic way.
· Reading- reading is essential to perform in academic studies and not only, in our daily basis, this is an employability skill as well.
· Notetaking- notetaking is a skill which include active listening as well. 
· Independent learning- that means to be able to perform my yourself, not depending on someone else your work.
· Research- research means a new and creative way as the development of new knowledge and/or use of existing knowledge to generate new concepts.
· Presentation skills- this is a very important skill as well in Academic studies. This mean to learn how to become confident in public.


[bookmark: _Hlk27469905]11. Referencing and avoidance of plagiarism 
In all academic studies, reliable reference is critical. 
If citing sources, you need to understand the general values and take steps to prevent plagiarism as a researcher.
Referencing is the method of remembering the references used in the paper, essay or job. It allows the user to view the source documents as quickly as possible, so that the claims and the facts from which they are founded can be checked if appropriate. 
[bookmark: _Hlk27469542]It is important to mention the author, dating, title or publishing of any material used at the time that it was used, systematically, in order to refer successfully. Writing the URL address and date that it was opened, the origin of web pages, e-journals and eBooks.  It helps show that you have studied and examined the works of others thoroughly.  Great referencing can help you achieve a better degree or rating. More notably, good reference is important to avoid plagiarism (Macmillanihe.com, 2000).

Plagiarism
The word plagiarism defines the unauthorised use of the work of somebody. This includes content or concepts from any media (whether written, web-based (although free to be available) or audio-visual (published or unpublished). It is a plagiarism and very serious academic fraud to use other people's words or thoughts without pointing to your origin. 
The above is called types of plagiarism:
 You transfer a work partially or entirely by other learners, citing or summarising or paraphrasing materials into your project without referencing a work of your own, most of which was initially reused and previously sent to another course or class (Macmillanihe.com, 2000).

[bookmark: _Hlk27469939]12. Summarising and Paraphrasing
To summarise is to describe a concept in a shorter way when paraphrasing implies to illustrate an idea in your very own language in depth, without changing the sense of original information from the original source. The source must be indicated with an in-text reference for both paraphrasing and summary purposes and provide full source details in the reference list (Navitas-professional.edu.au, 2019).

Summarising. In-class exercise:

[image: ] [image: ]



[bookmark: _GoBack]Paraphrasing. In-class exercise:

[image: ]


[bookmark: _Hlk27469969][bookmark: _Hlk26711988]13. CONCLUSION
 Since most of today's career opportunities involve some form of post-secondary education, learners can often not develop the technical, technology or employability skills necessary for them to become ready for their professions without preparation or further schooling. Further information and specialization, based on a student's career choices, is often needed immediately after secondary school or in future. However, all these broad skill sets are important to prepare students to pursue a career. High schools of the 21st century should be focused on providing all students with a strong foundation in all three areas in order to prepare them for their lives (searchids.com, 2019).
 This study gives students the opportunity to learn, to manage the time and to communicate effectively. The University specifically supports students to save their documents and their files while maintaining time and a special plan, people can carry out and submit all tasks on time. Good communication also provides good connections and good communication helps students interact to their teachers, classmates, and others effectively.
Also, this work covers report about my Academic and Employability Skills, with all my in-class exercises (see attached files), my Swot Analysis, and my Personal Development Plan related to my current job position. The module was considered highly useful with a significant increase in my confidence.
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Time allocated: 1 hour. Please return your Baper to the lecturer upon completion. It will be returned
10 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).

Ex1

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 g 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 s altle like being a parent; beforehand, we have all these rosy visions of how
we're going t0 o it, how incredible we're going to be, and how we'llsidestep the mistakes that we see other
people make. But when it’s our turn to assume the role, we find that reality dogsn't match our expectations
or imaginations. Sudmann, for example, believed that he would ace his first leadership role. Then, fie held
s 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 (o o 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 ot 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.

Firstof ll,you need to be aware of your shortcomings; leaders need to knowall oftheir biases, predilections
and weaknesses. Another idea s totake 5- 10 minutes every day to think about the challenges you've recently
Fandled and the ones you'llsoon face. While Marcus Aurelius was fond of reflecting in the evening, Sudmann
Jikes doing this over moring coffee. Questions ta pose include: “How did my leadership go yesterday? How
would the leader Id like to be have faced the challenges | faced? What about my challenges today? What
tould | do differently?” Write down your thoughts 5o.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 wil be
employees, colleagues,clients and associates who anger, frustrate or annoy you. That's where the practice
o *reftaming” comes in; stopping and asking yourself .. on a scale from 1t0 10, how important s this issue
ight now? Then, gve yourselfamoment o think: “How would theleader| aspire o be hande this ituation?*

The answer will come to you.
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In-class exercise 2: Summarising (Oct 2019)

Ex2

Re-read the text 'To be a great leader, you need to start by feading yourself’ on the previous age-
Summarise main ideas from the text in your own words. Write about 175 words.

2,
2

___ne ldeAmamds o

_Lans  Swidmamm Soi
__ond_emendy 19 Aelf - Le
Al Py o

0CP - deqaovshipy Inte thied GehehS

= € SheTComHeS.

2 Regytetc fZeling 2

= JLire gbuil? a inemend o Fhink
e é hiom

¢

o e
|
Lecturer’s signature: M Dete: 1!\” )"D ]T

2|Page





image3.jpeg
pr——r— o it — 1
ety Soimt vl Academic and Employability Skills ~ BMSW400
LONDON Term1

(Oct 2019

Paraphrasi

class exercise

student Name: 1010 Halumga studentiD: /902663

Time allocated: 1 hour, Please return ydur paper to the lecturer upon completion. It will be returned
10 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 Ivory Coast involved
child slave labour deeply shacked 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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