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    INTRODUCTION:
In this assignment I am going to discuss skills, what they are, categories them and going to apply some of them in my life. After I’ve explained my view on skills, I would display my SWOT analysis and attach my PDP with used references and “in class” exercise.

SKILLS:
Having a skill means being able to do something, correctly. (Sapate and Bawge, 2017)
More commonly skills are divided in soft and hard:
Hard skills are acquired with personal and technical knowledge to do a specific job.
Soft skills are more life abilities. So it means that hard skills are the ones that built your job related abilities and employability while soft skills are more about personal attitude and dealing with interpersonal settings.( Sapate and Bawge, 2017)

Hard skills:
These skills are used as a basis for the development of educational curriculum, future profiling of jobs and the technical functions that the industry desire most (Kennedy, 2016)

As I wrote, hard skills are skills can be taught therefore learned by practicing, repeating and educating yourself. This set of skills are necessary as they increase the capacity and the planning of the employee that follows with contentment of the costumer.
Hard skills can be taught in school with subjects like mathematics, you can self teach by reading books or with training periods. (Investopedia, 2019)
A career that involves this skills is accounting; being able to use different types of Microsoft services like Excel and having knowledge on business-related softwares is required. Also, fluency in different languages, knowing how to use PowerPoint or Photoshop can be classified as hard skills. (Investopedia, 2019)

Soft skills:

“Soft skills is a term often associated with a person's Emotional Intelligence Quotient, the cluster of personality traits, social graces, communication, language, personal habits, friendliness, managing people, leadership, etc. that characterize relationships with other people.” (Com and Phil, 2020)
Soft skills can be also known as people skills and united with hard skills they can make personal and interpersonal relationships better and even job development can be easier. It has been said numerous times in fact, that with hard skills you might meet the requirements for an in interview but you will need this soft abilities to get and maintain a career.(Com and Phil, 2020)
A lot of soft skills are not measurable skills, in contrary of hard skills but they are focused on someone’s personality traits and that’s why believe harder to achieve than hard skills.
Although a big part of soft abilities is formed by the individual characteristics, more often than not they can be practiced in leadership, communication and socially.
An important soft skill could be critical thinking, that is the ability of analyse correctly informations that can be given thought observation or communication.So to make it more clear, people that think critically can be amazing at solving problems and making smart choices, that is why to be an impeccable employer you will need to be a critical thinker too.(Com and Phil, 2020)







TYPES OF SKILLS:
As shown in the module, of the University of Wales Trinity Sant David, skills can be categorised in: adaptive, academic, transferable and job related.
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Adaptive skills:
This definition describes adaptive behaviour as the effectiveness or degree to which an individual meets the standards of personal independence and social responsibility expected for his or her age group.(Lee, 2005)
In fact it is believed that the place in which someone’s adaptive skills could be most needed is helping people that might have mental and physical disabilities.(Lee,2005) A reason I believe that this set of skills are very interesting is the fact that they are, like said before, shifting between age groups; this is because being a young individual will demand different duties in social settings than an older one as age difference can mean different stages of life and therefore to be effective they might need also, different tools.
Although there are many different ways that people view adaptive behaviour, it is clear that this skills are necessary for the bigger picture of humanity and the universe surrounding it.(Lee, 2005)
As I’ve mentioned before the meaning of adaptive behaviour, an example very efficient of how this particularly skill can come in handy would like be for childcare program administration, since the custodian is an impactful messenger between school, parents and kids, I figure it would be necessary for an individual with this job to have trained adaptive skills.

Academic skills:
“Academic skills are those generic and transferable skills which underpin the learning development of undergraduate and taught postgraduate students in HE, enabling them to be confident, independent critical thinkers and reflective learners” (Leeds University Library 2010)
A lot of the times this skills can be easily classified with the three Rs : Reading, wRiting, aRithmetic. Those skills can be very much interchangeable as almost every employer in the world will need you to have proper security on at least the three Rs, but depending on the path that an individual chooses to take, they will eventually have to chose between various types of academic skills.(Howard, 2012). For example, if someone was to have a wish of being a flight attendant, they will be required to show proof that they have learned and studied to make cultured and smart choices in moments of danger.
It might not be required to know about design or music, but they will need knowledge on planes, motors, different types of communication styles and nonetheless foreign languages.
Transferable skills:
“Although there is some disagreement as to the meaning of transferable skills, we define these skills as ones that are not discipline specific and that transfer across courses, in addition to being applicable to the specific requirements of a job.”(Deal and Hudge, 2015)
Transferable skills are indeed relevant abilities that can get us through life, no matter what surrounding people have to live with.
It is common to think about this skills set when an individual is looking to change their profession as employers can be immensely satisfied when seeing a vast set of transferable skills, it stands for proof of versatility. Good thing is that mostly everyone has transferable skills already(Deal and Hedge, 2015); we develop them by going through life responsibility such as school, work and so on…
Written communication for example is a transferable skill that every student accomplished to achieve, seems almost too easy to mention but it is a necessary skill; the importance can go from dealing business with foreign companies to chatting with your loved one, especially in times when there is no option of meeting face to face. Another transferable skill can be being able to work in a group, very crucial for the development of any company, so most  likely people that work in hospitality, in schools and sports have this capability because they are in contact with people a lot, that would require a certain level of maturity.(Deal and Hudge, 2015).
Being able to work in a team is appreciated by all kinds of employer because it has only benefits to give; amazing atmosphere in the workplace and work done better. In fact, I’ve noticed that working with people that you can trust and/or depend on gave me, personally, much more strength to keep going with my shifts, not to mention the countless times that costumers would live feedback majorly based on how the employees served them so I cannot stress enough how important it is to help, communicate and listen not only in the workplace but in our day to day life too.

Job related skills:
Job related skills are undeniably useful for anyone’s employment, just like the name suggests those are skills attached to a workplace. “Work related skill are discrete and can be learned “(Illeris, 2009). Anyone interested in those skills is most likely looking for a job.  One thing that makes people very employable is a school qualification but, depending on the career that someone chooses the set of job skills might differ.



Those are the skills above adapted to my every-day life.
Foreign language:
As we know, we live in a world that is multilingual therefore speaking fluently multiple languages will enable anyone to catch opportunities, globally.
In fact, Only 6% of the word has English as a first language and approximately 75% doesn’t speak English at all. (Reading.ac.uk, 2015)
Being able to speak different languages is a great asset in the workplace of an individual because it can enable the person to have a better connection with foreign costumers and that leaving costumers happy can only be great for a business. (Reading.ac.uk, 2015)
This skill it is the most valuable ability I possess. Being born in Italy, with African parents makes English the third language of 4 (including Spanish) that I can speak. Even if I am not able to speak all of them fluently, I personally think that it helped me build relationships that otherwise wouldn’t have happened. I stumbled upon many Spanish people in my workplace, in many cases those same people would gather together and speak their native language, which helped me regain my knowledge in Spanish acquired in my early academic studies and helped me bond with my coworkers by understand their culture which consequently made me and the whole team do our job more efficiently.
Listening:
Listen is a very crucial aspect in engaging any conversation and according to Crockett(2011) human beings retain from 25 to 50 % of whatever conversation we hear and that is probably because most of us don’t pay close attention when someone is talking. In fact, according to Stengel, Dixon and Allen (2003) the main thing that a business owner should do is listen to their clients, because if they don’t  take care of keeping products fresh and “trendy” the business is most likely going to fail to other companies. It also very important for an employer to listen to their employees, failing to do so might end up in an employer not being aware of the workplace that they manage.(Maund,Schriek and Tinkler, 2017)
Being a great listener is an amazing asset in job-related environments. Listening to subtle tone switches of my manager, my coworker spending their shift with their arm crossed or a costumer that looks confused, helped me massively in preventing non constructive discussions happen, it helped me gain positive feedback due to costumers satisfaction with my service and it helped to earn trust from my manager which hopefully it is going to give me more opportunities in my career development.“The effective listener learns to speak when that is appropriate, can be silent when that is a fitting response, and feels comfortable with either activity.”(Bolton,2009)
Flexibility:
Being flexible means that and individual is capable of adapting fast and steady in an environment and manage unexpected situations.
Everyone goes through changes in their workplace, especially in this challenging times. In fact, it was noted by the manpower group in 2014 that 74% of businesses in the UK have endured redesigning processes in the last five years(Mindtools.com, 2014). Unfortunately we are not aware every time  changes happen and that is exactly why being flexible is a major job and survival skill. People that possess this skill are generally praised by bosses and managers and it is clear why, flexibility means versatility, strength and capability. (Mindtools.com, 2014)
I am a flexible person and I’ve always been throughout my whole life, almost like a nomad I can easily adapt to most circumstances, effectively. It has been an ability that gave me the certainty that nothing is promised, especially at this exact moment of history, everyone need to be flexible because we do not know what is ahead and all of us have a responsibility to be ready to whatever reality we are going to face when the pandemic is over.
In my work life I found that, having a strong sense of flexibility and consequently being able to take shifts or switch shifts to help a coworker has always been the reason why all my past and present employers and managers were not only satisfied but trusted me.







SWOT ANALYSIS
A SWOT analysis which stand for: Strength, Weakness,Threat,Opportunity is a good way to have insight on the challenges we can possibly go through and it gives an induvial a tool to persue career goals
	STRENGHT
	WEAKNESS
	THREAT
	OPPORTUNITY

	Interpersonal skills, Adaptability, Courageous,
Collaborative
	Media skills, Time management, Poor planning skills
	No specific qualification, No singing experience, COVID
	Higher education, More income, New career




Conclusion:
It is clear that skills, independently of the types and their categorisation, are inevitable tools that we use in our every day-to-day life and in our workplace environment.
APPENDICES:

PERSONAL DEVELOPMENT PLAN
Personal development plans are extremely helpful 
if you are trying to reorganise your life and set up new goals, no matter how big those goals might be.
To write an effective PDP I believe it’s important to think S.M.A.R.T. which stands for simple, measurable, attainable, relevant and time-bound.
Here’s what I came up with :
· Professional:
As soon as the pandemic is over, assuming I am still going to work where I have been the past year, I would love to upgrade the position. I have already managed to become a barista and started    my training and journey as training champion that could possibly lead to other opportunities.
The way i will try to get to this goal is by developing time management skills, definitely having to go to school while managing my job and social life was a good start to help me prepare to develop this skill. Unfortunately I am not aware of how long this will take me as I am not currently working.
· Relationships:
I personally think that there is always something we can improve in our relationships with others and ourselves.
The way I am going to try and make my relationships better, when the pandemic is over is by buying a flight to Rome, Italy for a minimum of 2 weeks as a lot of my friends (family) live there.
· Health and fitness:
Being healthy and keeping myself fit has always been a struggle for me but as i am growing I started noticing how good being healthy is for your body which led me to start a journey to lose weight by critical thinking : the objective analysis and evaluation of an issue in order to form a judgement. Being self aware of my unhealthy habits took a long time but my goal now is to lose another 10 kilos by the end of the year. 
· Finances:
I have already started my plan with finances and always by critical thinking I was able to not let my wants overtake my needs. I feel the necessity to move house because of the people I live with and the area. My goal is to reach a financial stability that could let me move house, once the pandemic is over, and the way I am doing it is by saving every month a minimum of 100£, that I am not allowed to touch for any reason.
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Types of skills

QO Adaptive skills (Ad)
= Help us to cope, shape attitudes, govern our interpersonal
interactions and determine how we manage ourselves.
QO Academic skills (Ac)
= Skills that are developed and used for study
QTransferable skills (T)

= Skills that can be moved between different situations

QJob-related skills (J)

= Situation specific, acquired
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SUMMARISING

This task is designed to see if you can summarise ideas from course materials in your own words.

Re-read the text ‘Whose health is it anyway’ in the previous section.

Now answer the following question in your own words:

What factors can be seen to affect health?  (Write about 175 words.)



·  Health is a very big concern worldwide, and it is worrying more and more people as time goes by.

But, what are the main causes believed to be affecting our health?

1. Atmospheric pollution; according to the extract, it is in fact a massive issue that has caused breathing difficulties.

2. Engineered food has been another argument, the reason being that it makes people doubt about how filtered and modified the food is and what illnesses it may have caused.

3. Mental health is also believed by many sources cause of illness; feeling tired, unsteady, frustrated and sad can be the reason behind your overall well-being.



Please check you included all key points (as example: facts and figures).

Practice Exercises in Paraphrasing

1. Language is the main means of communication between peoples. But so many different languages have developed that language has often been a barrier rather than an aid to understanding among peoples. For many years, people have dreamed of setting up an international universal language which all people are simple and obvious. If all people spoke the same tongue, cultural and economic ties might be much closer, and good will increase between countries (Kispert, 2004).



People all over the world, for time, have believed  that if everyone spoke the same language it would make any kind of interaction much more fluid and positive as language is the first type of communication that gathers people together. (Kispert, 2004)

You might have considered starting the paragraph with ….Kispert (2004) suggests……

But otherwise – fine. Well done.

2. "The Antarctic is the vast source of cold on our planet, just as the sun is the source of our heat, and it exerts tremendous control on our climate," [Jacques] Cousteau told the camera. "The cold ocean water around Antarctica flows north to mix with warmer water from the tropics, and its upwellings help to cool both the surface water and our atmosphere. Yet the fragility of this regulating system is now threatened by human activity." From "Captain Cousteau," Audubon (May 1990):17.



Much like the sun is the place where we find warmth in our earth, the Antarctic is where we find ice and freezing weather, that human beings have been injuring the functionality for decades. (Captain Cousteau,1990:17)

This example you need to review.

2. The twenties were the years when drinking was against the law, and the law was a bad joke because everyone knew of a local bar where liquor could be had. They were the years when organized crime ruled the cities, and the police seemed powerless to do anything against it. Classical music was forgotten while jazz spread throughout the land, and men like Bix Beiderbecke, Louis Armstrong, and Count Basie became the heroes of the young. The flapper was born in the twenties, and with her bobbed hair and short skirts, she symbolized, perhaps more than anyone or anything else, America's break with the past. From Kathleen Yancey, English 102 Supplemental Guide (1989): 25.



The twenties… the years were the sound of classic music was slowly fading to give place to jazz and it’s remarkable artists such as Louis Armstrong and Count Basie, but not only. The twenties were the years when alcohol was a sin, and the outlaws were powerful leaving law enforcers useless. Also, the flapper ruled this decade , as it was a costume that represented America’s detachment from the past. From Kathleen Yancey, English 102 Supplemental Guide (1989):25.

This example you need to review as well.

3. Of the more than 1000 bicycling deaths each year, three-fourths are caused by head injuries. Half of those killed are school-age children. One study concluded that wearing a bike helmet can reduce the risk of head injury by 85 percent. In an accident, a bike helmet absorbs the shock and cushions the head. From "Bike Helmets: Unused Lifesavers," Consumer Reports (May 1990): 348.

 

  According to “Bike Helmets: Unused Lifesaver”, a research made on bicycling deaths (which three courts of are head injures), deduces that by wearing an helmet, that takes up the shock and protects the head, can prevent said injuries by 85%.

Please check your version is grammatically correct.

4. While the Sears Tower is arguably the greatest achievement in skyscraper engineering so far, it's unlikely that architects and engineers have abandoned the quest for the world's tallest building. The question is: Just how high can a building go? Structural engineer William LeMessurier has designed a skyscraper nearly one-half mile high, twice as tall as the Sears Tower. And architect Robert Sobel claims that existing technology could produce a 500-story building. From Ron Bachman, "Reaching for the Sky." Dial (May 1990): 15.



How tall can a skyscraper get? William leMessurier, has constructed almost a one-half mile building, which is double the size of one of the best success in skyscrapers design, but the architect  Robert Sobel affirms that with modern technology it could be possible to create a bigger Tower, 500-levels circa. Taken from Ron Bachman, “Reaching for the Sky”. (May 1990):15

You may have considered starting your example from a different point from the original text. 

[bookmark: _GoBack]However, overall,  you appear to have made sense of Paraphrasing so well done.
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