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EMPLOYABILITY AND ACADEMIC SKILLS

[bookmark: _Toc38661811]INTRODUCTION

Employers today expect that employees to have certain skills. But, what is a skill? 
Well, skill is the ability to do something well often with results in a certain time.  So what skills do you need for a workplace? We have: Hard skills, or also known as techniques, related to a specific task, involves understanding as competence and must use methods, processes, techniques; these skills are easy to quantify.
Soft skills, they are related to personality, such as social skills, communication skills, character trait and attitude; these are not easy to quantify because they are different for each person.
Then the skills employers now expect are  who demonstrate reliability including being on time to dress and work professionally and have a high commitment to the company.
Another aspect is motivated employees, they must have initiative especially in leadership positions, they must be able to do things without being asked.
Another trait is the positive attitude that is sometimes more valued than knowledge since attitude is contagious and also these people are curious and as a result they give ideas that improve productivity.
[bookmark: _Toc38661814]PURPOSE OF THE ASSIGNMENT

The purpose of this assignment is analyse my own academic and employability skills, and so be able to know my weaknesses and work on them and also know my strengths.
For this I am going to lean on what I have learned in class in Term 1, for Employability skill, such as: Pareto 80-20 rule, Time Management, Communications skills, Team working, Digital skills,  PDP with my goals and I will look for a job on a Job Adverts page, to which I would be interested in applying; for this I will analyse what specific skills I need and have and in which I have to continue improving.
 And for Academic skills I will use: Paraphrasing, Summarising, Writing skills, Referencing and research. I will also support with: Journal articles, Websites articles, Government publications. 

[bookmark: _Toc38661812]EMPLOYABILITY SKILLS

 COMMUNICATION 
What is communication?
Communication is the process of sending and receiving messages through verbal or non-verbal means. In communication there is a receiving, sender and the message.  If the communication is by spoken or written means it is verbal.  If communication occurs through symbols, signs, sounds, etc., it is non-verbal. Now we have different communication channels, like: Telephone, Voicemail, Email, Online, Media, etc.
How does communication affect the workplace?
Communication in the workplace is very important, as a well-informed employee translates into a happy  employee, which in turn translates into increased productivity and collaboration as they make a commitment to having clearer tasks.
Today communication in the workplace is faster and easier. For example through the use of emails that can inform, motivate; Internal newsletters are also used which are an excellent means to highlight the individual and departmental achievements of employees. Another way is the boards that allow us to communicate with questions and suggestions to obtain almost immediate feedback from the managers of the corresponding department. There are also text messages, calls, etc., to notify of changes or overtime offers, so communication in the workplace ensures that the objectives are achieved efficiently in the company.
Conversely, ineffective communication in the workplace creates confusion due to communication gaps, which results in a waste of time and low productivity. Another problem may be misunderstanding among employees that can cause an uncomfortable work environment.
Now I work at Amazon and communication is effective, fast and constant. They are not every day the same and therefore the leadership is constantly informing us of last minute changes, such as: if they change the time of the break or they can ask us if we are going to work all day or do I need flexi-hours or also if there’s an overtime hour at the end of my shift and I am interested in doing it.  My manager also comes to see how I am doing or if I have had any problem, she also informs us of our target and encourages us and offers us help to improve if it is not within the required parameters. I can say that there is very good communication between all the departments in my work; generally by means of briefings, which allows having feedback and solving any problems that affects productivity.
[bookmark: _Toc38661813]ACADEMIC SKILLS

Academic skills are our basic skills that we are developing such as academic writing, presentation skills, that is, these are focused on increasing the ability to study, remember information and have critical and reflective thinking.
How is Communication relevant to your academic studies?
For a good communication I mainly need to listen, understand what the teacher says, and be able to confidently ask my doubts to increase my knowledge and put them into practice in my working life.  On the other hand, curiosity, creativity, imagination are other important traits that help us become more efficient learners.
[bookmark: _Toc38661815]WHAT ACADEMIC SKILLS HAVE YOU GOT THIS TERM?

 I am going to talk about Academic Skills, that I have obtained in the Term 1., like:
Paraphrasing, refers to replace words with synonyms, keeping the main idea of the text such as: 
· 25% of adolescents who have one baby have a second baby within two years of the first baby’s birth.
Paraphrasing:
· One out of four adolescent mothers has another baby before the first baby reaches his second birthday. (Exercise  done in class on 16/03/20)
I think this is a skill  that I have come to understand and perform.
Summarising, it is to condense a lot of information and create other information that covers the main points, such as:  Summarize a book in three or four sentences where the main points are observed.
e.g.  Book:  Soldiers wives by Fiona Field
Fiona Field joined the army at eighteen, married a bomb disposal              expert at twenty-one and then, at twenty-six, got thrown out for getting pregnant.  Her youngest child is a soldier just returned from Afghanistan.
I think this is a skill that I have and that I could understand very good.
Writing skills, this ability is my weak point, since English is my second language and I have trouble structuring sentences properly. So I need to learn and practice more to develop my communication and thinking skills through writing.
Referencing, it consists of making known the ideas, words or research of other writers. 
e.g. Britton, B.K. and Tesser, A. (1991) ‘Effects of time management practices of college grades’, Journal of Educational Psychology, 83, 405-10.
Working in groups, in class learned that teamwork leads us to achieve a more efficient and complete result in less time. In  week 1, we did the skills test and in the areas that I must work the most are: Leadership and management, which obtained a score of 10 of 15  and Problem Solving and Decision making where my score was 9 of 15.  By improving in these areas I will be able to have a better team result, since I will be able to take advantage of the skills or each member of the group reducing the time to solve problems.  In Communication skills my score was 11 of 15, Time management  my score was 17 of 20 and Personal Mastery my score was 9 of 10.  In these areas I am better, but I could still improve.
[bookmark: _Toc38661816]WHAT EMPLOYABILITY SKILLS HAVE LEARNED THIS TERM?

The employability skills that I have learned this term are:
Communication, is the ability to give and receive information, then in a work environment, communication skills are the key to building good relationships, because it is important to get along with co-workers, to listen and understand instructions. Nowadays communication in a globalized world is faster, so face-to-face meetings are not necessary because we can do it online with many people in any part of the world at the same time.
Time management, for this skill I learned the following rule that seems to me the best to manage my time in almost all areas of my life.
Pareto 80-20 rule, it refers to the process of organizing and planning how to divide time into different activities to work more efficiently, that is, to do more in less time, even under pressure, because if we do not manage our time it can cause stress and inefficiency.  I will explain it with an example:
If I have a list of 10 things to do  for the day, but I prioritize the 2 things that are most important and I put 80% of my effort into completing these tasks, and the rest of the effort in the other 8 activities, this means although I have not completed all activities, at least I have completed the most important ones, which makes my day productive. This rule can be applied in many areas so that I can simply my things and/or businesses and focus only on what is really important.
Team Working, it refers to the skills that allow us to work well with others and that depends on our ability to communicate actively listen, be responsible,  honest and empathetic.  Therefore, with teamwork,  workers can combine their skills to meet objectives efficiently.
I think this is a skill that I have to work on, because many times I prefer to do the work alone, which does not allow me to be highly efficient and achieve the objectives at work in less time. I understand that for this it is not only necessary a good communication where there must be sufficient trust, to express what everyone thinks with respect and mutual collaboration.  It is also necessary to know how to resolve conflicts since they are part of any work team, the point for the solution is to be able to become mediators so that the conflict does not get bigger. Another aspect that we must take into account in decision-making, what we must do is see the general panorama and put aside our own opinions and take into account the opinions of all in order to reach a joint solution and work together to achieve the common goal.  We also have to take into account Problem Solving, that is, the ability to see a problem from different points of view and use the skills of each team member to reduce time for better performance and the success of the team in the solving problem.
Digital Skills, refers to any technological skill in the workplace today is essential and will be vital in the future. Well they are in all areas of life, such as: medicine, communication and online commerce.  This  type of skills is know today as a new language, and the more technological skills we have the better we can  speak them.
Digital writer Marc Prensky, said there is now the: ‘Immigrant digital’ and ‘Native digital’.    Which  means that at any age we can learn and develop our digital skills.  Personally it is a weak area right now, but is a career that I am going to study  to improve and be able to function in any job because now and later it is an essential skill. 
[bookmark: _Toc38661817]CONCLUSION

for everything I learned in Term 1, in my opinion I still have to improve in the Employability skills, with Team Working,  because I  still find it hard to trust others because I think they will not do a certain job as I would.  But now I am clear that I am wrong and that with teamwork, taking into account individual skills, a more efficient and productive work can be achieved.  Another skill that I have to improve is in Digital Skills, I still have to learn and develop this skill to be really competent and have an attractive profile for employers. The set of skills for Employability skills form a professional profile that employers are now actively seeking. For example:  If I want to work as Data Administrator, they ask me to have ability to communicate with internal and external organizations at a high level and to be a good team player. Communicate with other team members in an effective and efficient  manner. And to have: Excellent Excel skills, Good knowledge of using Outlook/Email, Organised  and methodical, Good verbal and written communication skills.  This is the profile of successful candidate. TOTALJOBS – SOLOS CONSULTATION (April, 2020)
For Academic skills, all the tool I have learned are really useful such us:  Paraphrasing, Summarising, Writing skills and Working in groups. Of those that I have to work on the most are:  Writing skills that will allow me to explain and develop a certain subject with property and correct grammar.  And Working in Groups, this skill will allow me to do my academic work in less time and with more ideas that enrich our teamwork.
Therefore, all these skills are essential to have a successful and attractive profile for employers.  So with everything that is currently happening about Covi-19, it is clearer than ever that digital skills are vitally important in almost all work and academic areas, since without them the world would not work and a global economic disaster would be inevitable.
[bookmark: _Toc38661818]PDP: 
At the moment I have two objectives in the short and medium term, the first is: 
1. Finish this course with the academic and work skills necessary to be a more efficient and successful employee and student.
2. Study IT to improve my current work status and be able to have more possibilities to work, for example in Google which is one of my main objectives.
For this I hope to continue studying at this university and complete my goals.
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Paraphrasing Exercises
adapted from http://web.jjay.cuny.edu/~esl/paraphrasingl.htm

Which sentences are closest in meaning to the five sentences below?

i 's birth.
1. 25% of adolescents who have one baby have a second baby within two years of the first baby

a. 25% of babies are born to mothers who are adolescents his second
4 b. One out of four adolescent mothers has another baby before the first baby reaches
é birthday
g c. A quarter of adolescent mothers gives birth when their first born is two.‘ " ol
d. 25% of adolescent mothers become pregnant again when their first babies are \mt’ﬁl o
% e Vakel mads b o of the Countwvshe‘alt .
2. It has been reported that the richest one percent of Americans own 40% O
4 Y i of Americans. ill
a. Therichest 1% are 40 times as wealthy as the rest ¢ tatd, the richest one percel’\t wi

b. If the gap between rich and poor continues to grow at the curren
soon own 40% of the country's wealth.
~ €. 40% of the country's wealth is in the hands of only 1% of Americans.

d. 99% of Americans own 40% as much as the richest 1%.

Suer ol ado ; g
3. The jlidge was relieved when the jury was finally ready to announce its verdict.

a. When the jury announced its verdict, the judge was relieved.
b. The judge asked the jury to arrive at a verdict.

v The judge welcomed the prospect of an imminent verdict.
d. The jury welcomed the judge's relief.

-

NACYON buse as adults more than

4. Research data suggest that girls who witnessed maternal abuse may
girls who did not.
a. Women who witnessed the abuse of their mi
/ Women who observed the abuse of their mothers when they were
abuse themselves. i hildren.
c. Women who were abused as children are more likely to abuse their own fj‘ll
_d. Girls who testify about maternal abuse tolerate abuse as adults more readily.
bout.

tolerate @

pecome abusive adults.

ikely to
other as teens are more Ieah? more likely to endure

young are

5. Martha thinks that the issue of adolescent problems is important to write a
a. Martha thinks that adolescents like to write about their problem%.

/ _b. Martha feels that writing about adolescent problems is worthwhile. ks 3

Martha believes that the dream of most adolescents is to write something important.

artha thinks that adolescents can write about their problems.

c

paraphrase for the following sentences:

aper claims that 75% of all homeless people do not like homeless shelters and prefer to live

aunt that a bear had attacked him, which she found difficult to believe.

as ever driven through the Mojave Desert knows that one should always carry a supply of

s of land that Native Americans owned in 1887, 90 million acres were taken away

lion acre:
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Sentence Structure Exercise
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Hi guys welcome back
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Currently there is
a saturation of the
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competition in the
markets.
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