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Identifying Academic and Employability Skills 

Introduction

My purpose in writing this report is firstly to take an inventory of my existing skills. Secondly, to develop them, using academic works on the subject. 

What is a Skill

We say a person is skilled when they do something well. (Morgan, 2017) 

Thinking about what academic and business skills I have was really daunting. Having done the tests for identifying personal skills from Morgan’s book, a little clarity began to emerge. (Morgan, 2017)

Morgan goes on to state, that skill development varies from individual to individual, with the speed of learning, knowing how you learn, how much you practice and the quantity and quality of feedback. It is also suggested that you use family, friends and colleagues to assess your skill set. (Morgan, 2017)

Personal Evaluation 

Soft Skills

In class we looked at a Guardian article, that outlined the desirability of soft skills and how to identify them, through personal evaluation. (Bacchus, June 2010)


Soft skills include communication, teamwork and time management. (Sulphey, M) Employers seem to favour, those job applicants that not only have a degree but have these soft skills. (Cimatti, 2016)

Hard Skills

Hard skills means the ability to implement specific actions required by your job. (Cimatti, 2016)

Wikle and Fagin suggest that hard skills are specific technical abilities. (Morgan, 20i7)

My SWOT analysis rather than looking at the general picture looks at the industry I am in which is health and wellness. This is because I wish to run my own business.
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Working with a Team

There are many facets that go into making up an efficient team.Tuckman in the mid-sixties, published research that suggested that perfecting team efficiency, could be split up into five sections. He used the terms Forming, Storming, Norming, Performing and Adjourning. (Morgan, 2017)

Constructing an efficient team does not only mean joining individuals together. Tuckman suggests meeting in a social context to get to know each other and clarify aspects of working together. He insists that a good team leader is imperative to direct teamwork. (Morgan, 2017)

Working in teams in university, we have experienced all of the classic miscommunications. Cultural and language problems. Lack of leadership, lack of respect for the leader, clique internal relationships. 

Robbins and Finlay give an expansive definition of teamwork, saying, “a team is just people working together.” The simplicity of this definition, though, belies the complexities of team work and the often intractable issues that stop teams from working efficiently. (Harvey Robbins, 1998)

Harvey and Robbins particularly in the second half of their book, “Why Teams Don’t Work”, bring our attention, to why teams fail.

Personal motivations and objectives, especially ones that are unstated can ruin group morale. Non-specific,  unclear goals, confusions around tasks and procedures. 

Especially in large companies, procedures can be unwieldy and outdated. Leaders can be indifferent to the needs of their team or dictatorial in the extreme. Lack of adequate remuneration for the job also saps motivation. Lack of resources to form and execute the intent of the team also can lead to inefficiency or failure. (Harvey Robbins, 1998)

Time Management

Whether we look at working together or individually, one thing we need is time-management skills. Morgan, comments that time management, though necessary is probably a misnomer. (Morgan, 2017)

Morgan goes on to outline what will be required of students,  attendance, reading, research, writing and sitting exams, to name a few. He also maps out the necessity of maximising time and the repercussions of not doing so.

“Procrastination is the thief of time” this famous line from Alfred Young sums up the idea of mismanaging time. (Young, 2005)

The definition given in Morgan’s book is that successful time management is the skill of utilising time for productivity without excessively depleting or creating pressure on us. (Morgan, 2017)

Adair says that the basics for time management are to develop a philosophy of time, where its usage becomes critical to you. Becoming aware of your goals. Mapping out your day. Identifying and utilising moments when you feel productive. Organising your tasks. Supervising meetings and overseeing your health. (Adair, 1999)

As Morgan says time management is something specific to  us individually. Critical is knowing yourself and how your time management skills can enable you to accomplish a weekly workload of what Morgan delineates as nearly forty three hours work per week. (Morgan, 2017)

Communication Skills

What is communication? Communication at its most basic, is conveying data to another. This can be our ideas, emotions and perspectives. It might be oral, written, graphic, signs or symbols, or presented through different media. There may be verbal and non-verbal information transmitted.  Words play a small part in communication. Intonation and gesture convey information, especially the eyes. (What is Communication?, 2013)

Kinnick and Parton researched all communication skills in a a study of The Apprentice a TV show, where 16 individuals competed to become president of a company owned by Trump. It was established that poor functioning correlated with poor communication skills. (Maund, Schriek, Tinkler, 2017)

Models of communication identify the structure and challenges in interactions. Firstly we have the sender, secondly, the way the message is encoded or channelled, thirdly the decoder and fourthly the receiver. There is one more item, noise, anything that interrupts communication. (Maund, Schriek, Tinkler, 2017)

Academic Skills

Specific academic skills are used for preparing assignments. They include, understanding plagiarism, we do this by changing the syntax and finding synonyms. Paraphrasing and summarising are necessary. Research and referencing are required to validate and apportion our ideas. Another skill is presenting.

Personal Development Plan

A personal development plan is a way of assessing your goals within a particular time frame and planning out their realisation. It is also a way of monitoring your growth and success. (Peter, 2016)

See PDP below over the next three pages:



















	
	Short Term
	Mid Term
	Long Term

	My Goals

Finish University
Write book.
Build and move into retreat centre.
Set up Amazon trading and delegate.
	Attend classes, do assignments. Begin editing and adding to book. Monitor progress.
Continue training, teaching lecturing and
Marketing.
Make agreement with landowner. Cost building and design.
	Move abroad
Finish and market book.
Begin Building
Make and consolidate connections. Contact Woofers for workforce.
Teach in local centres.
Start advertising trips to local spiritual centres. Advertise available accommodation
	Advertise classes, workshops and retreats.
Extend and enhance facilities.
Run successful retreats. Grow the trips business. Teach locals.

	Skills to Learn

IT skills
Basic language skills.
Negotiation skills.
	Start practicing all skills at Uni. 
Watch YouTube and other media. On specific subjects.
	Learn basic local language and management skills
	Hospitality. Delegation 



	Next Steps

Market online products and make programs for present events.
Communication and establishing group purpose.
Details of immigration.
Financial review.
Look at Amazon marketing.
	Finish assignments. Monitor events and advertise.
Establish project. Make videos for events.
Manage immigration and group project.
Add timeline with team.
	Establish legalities. Interview designers and builders.
Commence building.
Market trips and accommodation. Teach locally.
Monitor building. Work with others, extend network.
	Develop clientele and high level students. Develop and turn over all tasks to staff, except teaching.

	Resources

Funding
	Look at crowdfunding ideas. 
Develop online classes and presence. Saved money. 
Find people to work with.

	Invest incoming  cash in building.

Teaching skills, knowledge of local environment.

Local and online classes, trips income
	Earnings

	Time Schedule

10 years
	1-2 years
	2-5 years
	5-10 years

	Start Time

Finish Time
	Spring 2021

10 years
	
	



Conclusion

I have identified soft and hard skills, those pertinent to employability and those to academia. I have applied this information to my own situation through SWOT analysis and developed a Personal Development Plan, which has proved useful. 
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Ex.1 Write a paraphrase of the following passage.
Chocolate has always been considered an affordable litte luxury, associated with romance and
celebrations. Thereforc in 2001, revelations tht the production of cocoa in lvory Coast involved
ehildstave abour deeply shocked chocolate companes, consumers and governments like. The USA
passed legisltion mandating that standards be created to permit companies who could prove that
their chocolate was produced without forced labour to abel thei chocolate *slave-labour free.” The
chocolate industry agreed to an international protocol that would give chocolate producers four
Vears to limit abusive practices.
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Read the following text and make notes on the main des. You can do this on a separate piece.
of paper which you do not have to hand in.

To be agreat eader, you need o start by leading yoursell.

Most people g0 nto 10 positons withgood ntentons, but thse often crumbie e 1o the demands. — nd
perks — ofthe ob. I you want tosucceed,dovote some time and enery t selfeadershp, savs consufant
LarsSudman. Bein a eader s a e e bing  parent; beforchand, we have 3l theserosywsions of how
W' oing 10 do i, how incredblewe'rc goin 0 b, 3nd how we'l sieste the mstakes that we s other
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andwesknesses. Another dea s totake - 10 minutes evry day o think sbout the challnges you ve recently
andlid and the ones you'lsoon face. While Marcus Aureliuswas fond ofrflecting in the evenig, Sudmann
ikes doing this ver morning coffe Questions o pos Include: “How d my leadership g yesterday? How
would the leade d ke to be have faed the chalengs | aced? Wht bout my chalenges today? What
could 1 do diffecenty?* Wit down your thoughts 5o you can refer back o them and earn from them,

Ao, egulate your fecings: 0 matter how much preparation and reflecion you put i, there wil be
emploees, colicagues, liens and associates who anger,HUsrat of 300y you. That'swhere the practice
of “reffaming’ comes in; stopping nd asking yoursll . on 3 scle from 110 10, howimportan s this sue
rghtnow? Then, v yourselfa moment o think: “How would the eader s o b handle this uation?
The answer il come o you.
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