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Introduction
The purpose of this report is to analyse the importance of Academic and Employability Skills at the Workplace, showing evidences of my own academic and employability skills.
It will include references to in-class exercises and publish literature.
Therefore we will discuss: What are they? The definition of the theme, the link with Communication Skills and what are employers looking for?
This report seeks to identify Skills, and to understand why is so important to evolve with time.
Evidences about the demands in the job sector and how to improve skills to achieve those requirements. 
[bookmark: _Toc16151349]Understanding Skills
A Skill is the ability, competence, talent, capacity, to do something well (MacGrath, 2009)
Skill means learning and comprehending, it can represent your learning cognition and your physical abilities.
Skills can be also evolved, trained, increased, in every activity we learn, we practice, in your life-routine, in any job, at school, in social life, etc… ( Attewell 1990)
[bookmark: _Toc16151350]Employability Skills
At this subject people need to understand the difference between being employed and unemployed. A person needs to focus and define the importance of those skills in their life.
The need of making your own plan, to identify the skills already obtained, and those that are in need to learn or to be improved to achieve goals. 
Employability skills will allow to get, to do, and to keep any job. (Belt, et.al 2010)
[bookmark: _Toc16151351]Types of Skills
People’s background, experiences, attributes, circumstances and different factors – internal and external will influence skills, perceptions and future jobs.
Skills learned since birth, learned with family members, friends, used and adaptable to different environments are considered as Adaptable skills.
Life will take people to different stages, as school environments, where people as individuals will increase their acknowledgment, and develop as a person in their basic skills, in their behaviour, and prepare themselves to the future, being qualified for the demands of the market labour- called Academic Skills, and Transferable. All this skills, new attributes, competences, capacities and improvements will be used in the execution of any job. Work experience from recent jobs, previous jobs, any skill gained will augment their Job Related Skills, they will enrich their life, their knowledgment. (Feltead et al. 2019)
· Adaptive Skills- Skills that we learn and use to realise daily tasks, the adaptation to manage interactions in different environments.
· Academic Skills- Skills that we use in school environment, to learn, to develop, research and study.
· Transferable Skills- Abilities, competences, capacities, skills learned, improved through life experience, they can be transferable to future opportunities.
· Job Related Skills- Skills gained from previous work experience that will help in the interview process.
[bookmark: _Toc16151352]Academic Skills and its importance
The importance of connecting academic skills to my life, to my basic skills, to my own transferable skills gather from previous experiences, jobs, it is essential. School life will allow me to improve and develop new competences, capacities. Academic skills will give me some tools to achieve new goals, to be prepared for new jobs opportunities. At this stage I will improve and understand the importance of develop my Writing Skills, Learning Skills, Personal and Interpersonal Skills, Numeracy Skills, Presentations Skills. (Robison, 2000)



	Writing Skills
	Learning Skills
	Personal and Interpersonal Skills
	Numeracy Skills
	Presentations Skills

	Formal
	Take Notes
	Responsible
	Maths
	Oral Communication

	Informal
	Listening
	Confidence
	Solving Problems
	Confidence

	Semi-Formal
	Thinking skills
	Social Skills
	Science
	IT Skills

	Emails, letters, reports, CV
	Time Management
	Honesty
	
	Team work

	Grammar
	Organization
	Adaptive
	
	


(Skillsyouneed,2011-2019) (Robison 2000)
Developing all this new skills is essential, at Academic stage digital skills and research will be imperative to improve my qualifications. Related to some surveys and publishes employers are still having a hard time to find qualified people for certain jobs , has people are still lacking qualified skills, necessary ones to get superior jobs and qualified. Evidences also show that people with Higher Education literally are more prepared for being recruited, they are more flexible, consistent and educated, and their communication skills are likely what is desirable to connect with people, to engaged and motivate others.
[bookmark: _Toc16151353]Personal Development Plan (Appendix 1)
Doing my own PDP i was able to earned a way to process and take charge of my life, i did identify the skills i already have, the ones I am good at, the ones i want to improve, how long it will take to achieve my goals, are they realistic or not, and where i want to be in the future. This is also the right tool to identify the skills that are lacking on me.
PDP Step 1: Deciding your goals
Personal life time management, improve my skills at work, learn new vocabulary.
Positive Feedback in the end of the course, Able to be more confident, solve Problems.
Apply for new job opportunities, Apply to new courses in Health and Social Care or Enter straight to Nurse Course.
Step 2: Evaluating your current position
Communication Skills need to be improved, Confidence to speak and solve problems, Organization Skills.
Able to create professionals reports, improve writing skills, lack of policies Knowledgement.

Step 3: Creating a plan
Learn with lectures, learn with projects plan, and learn interacting with class colleges.
Step 4: Resources 
Uni Library, Lectures knowledgement and feedback, IT skills.
Time available for studding, Funding from the Government.
Contact Nurse courses to see their requirements.
Step 5: Time Schedule
I started this new stage in June 2019 at University of Wales Trinity Saint Davis.
[bookmark: _Toc16151354]I need to accomplish my PDP in 1 year time. In the end of this course I need to be demonstrating positively the new skills I gather.
SMART – OBJECTIVES
· SPECIFIC - Understand more Health and Social Care, Nurse course
· MEASURABLE - Nurse requirements needed. health qualifications and experience acquired
· ACHIEVABLE - Completed Nurse Course required , 3 to 4 years
· RELEVANT - Care experience 14 years, Qualifications in Health And Social Care
· TIME-BOUND - Finish level 4 in June 2020, Start new course, 3 to 4 years
After completing in class exercises tools, I am now able to understand where I am, and what I want for my life, in that base I need be more prepared and focus to improve my skills in a qualified matter. My plan is to finish this course, improve communication skills, verbal and writing performance. I need to contact Universities that practice nurse courses, and ask for their requirements to be able to enter. I want to learn more skills, give a change to improve the experience that I already acquired in health and social care.
Paraphrasing
With Paraphrasing lessons and exercise’s, I learned that paragraphing is to read something from another source, and explain it in your own words, in this process I can’t change the meaning of the context. This will help me to do my assignments. With the exercise in class - appendix 2, I tried to change the order of the text and change essential words not changing the meaning, I find it very hard as my vocabulary is not extended.
Summarising
Summarising will allowed me to read from a source, understand the text, take some notes of the important keys information’s, ideas, organize on my own words, and write it down in a short paragraph. the exercise in class - appendix 3, is the example of it. I tried but I believe I got lost in the middle. The feedback mentioned a good attempted. 

[bookmark: _Toc16151355]Employability Skills and Communication Skills
Communication is the act of transmitting information, thoughts, ideas and emotions. Is the ability to give information and to receive. Skills of communication includes observing, listening, speaking, understanding, digital devices, and face to face conversations. (Uwstd, Moodle 2018-2019) Communicate effectively at workplace at workplace we need to be able to express yourselves, to speak and to write.
· Observe- pay attention to body language
· Be clear and precise- do not waste time, focus , be simple
· Be open mind- try to understand your co-workers, their point of view
· Be friendly- showing yourself friendly will help and incentive others
· Listen- take time to listening, pay attention to others
· Be confidence- Know what you are speaking about, ask assertive questions
· Respect- just listen, and respect others ideas
(McPheat 2010)
Communication is one of the most important link/skill of employability, as employability skills indeed are the skills we need to get any job, and to achieve that we need the ability to communicate positively, writing CVs, face to face interviews, speaking clear and confident.
Communication Skill is a concern present in my life, I need to improve, add vocabulary to express myself, and explain with confidence what I am speaking about.
[bookmark: _Toc16151356]IDENTIFYING SWOT ANALISYS 
· Strength - What do I do well?
Hand job, caring, listening, be patient
· Weakness - What can I improve?
Confidence, have a voice, lack of vocabulary, time management
· Opportunities - What opportunities are open to me?
Qualified jobs, win over obstacles, add more qualifications
· Threats - What threats can harm me? 
Lack of knowledegment, anxiety 

[bookmark: _Toc16151357]Employability skills acquired and improved needed
In Health and Social environment people will gain some qualifications through life, through initiative or jobs requirements and trainings. My strengths are based on hand jobs and emotional skills. Moving and handling, first aid, CPR, complex care (tracheostomy, long term ventilator), be present, trustable, patient and be a good listener. I joined UNI this year with the objective of improving some of my skills. Within class exercises and feedback I need to improve those skills that are lacking, that are creating some barriers to achieve superior jobs. The confidence in express myself, the doubt about what I am speaking about, it is always there. I feel threated being confronted with people over confident, or with higher qualifications. I need to improve my English vocabulary as I realise it is stopping me. The lectures and the modules in class are being fundamental, they are helping students to understand and recognise the way we communicate, how to improve writing skills, learning skills, how to define tasks, obstacles, this is possible using some exercises in classes as the PDP, SWOT objectives, SMART tools.  This is a continuous process using many tools to achieve qualified knowledgment and win over obstacles. Through all this process i will develop skills writing assignments, using paraphrasing, summarising, using online library and Harvard References.
Employers and skills required
Employers are looking for good candidates, with excellent communication skills,. Candidates with basic skills, thinking skills, and personal skills. Someone who is willing to adapt and take challenges, able to deal with pressure and stress.
Jobs are changing all the time, with new challenges, and careers are no longer regulars or certain.
	Basic Skills
	Thinking Skills
	Personal Skills

	Listening
	Problem Solving
	Punctual
	Enthusiastic

	Writing
	Decision Making
	Flexible
	Empathy

	Reading
	Creativity
	Positive
	Responsible

	Communication
	 Win Obstacles
	Initiative
	Confident

	Maths
	Organise 
	Team work
	

	
	Focus
	Honesty
	


 (Robison 2000)
Although employers would like to get the right candidate to the right job, they know it is not so easier as some jobs required specific skills, the concern is real and present, also can be manageable by providing specific training for the lack of those skills.
Some employers sectors are not that lucky as particular jobs really required higher qualifications, those are characteristics of jobs that required degrees, diplomas, apprenticeships, and are professional recognised with licences to practice.
[bookmark: _Toc16151358]Conclusion
The analyse of  Academic World makes an enormous impact in people’s life, people need to understand the concept of skills and employability, the difference between being employed and unemployed, understand communication, the skills involved and the importance of communicate. 
Individuals can view themselves with different type of skills, or different perceptions of it, everyone is different with different backgrounds, experiences, different factors internal or external, different attributes and circumstances.
 Although every one of us gathers skills since birth, skills that we learn in a familiar environment, social, cultural, they are not enough. Through life experience, new jobs and academic school people will gain new transferable skills, adaptable to new professional requirements. This is a new era, multicultural and social, so skills need to be improved and develop with positive attitude. It is important  to improve thinking skills to take constructive criticisms and receive feedback, this skills will allow everyone to raise their own capacity for understanding different evaluations.
People need to make a plan, to make decision, they need to understand where they want to be? What they want to achieve? What they need to improve? They need to take serious measures to improve their lives, they will find some gaps between their experience and job expectations, they also need to find what skills are lacking on their acknowledgment. Clearly some factors need to be review, job requirements are more specifics, and with training and study it can be achieved.
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T Trinity Saint David Academic and Employability skills (ACE) - term 1
R LONDON BMSW4001

In-class exercise 1:

In-class exercise 1: Paraphrasing

Ex.2. Decide whether the paraphrased passages are acceptable o unacceptable by circling thes
correct answer and briefly explain why.
Original Source: A key factor in explaining the sad state of American education can be found in
overbureaucratization, which is seen in the compulsion to consolidate oyr public schools into massive factories
and to increase to mammoth size our universities even in underpopulated states. The problem with
bureaucracies is that they have to work hard and long to keep from substituting self-serving survival and
growth for their original primary objective. Few succeed. Bureaucracies have no soul, no memory,

conscience. If there is a single stumbling block on the road to the future, it is th
Edward T. Hall, Beyond Culture, Anchor Publishing, 1977, p. 219

Paraphrase 1 - acceptable (unacceptab!g

Reason: 3 xeaecacCics. e 00 S0@ 0nd 090 CoOSceoce

American education is overly bureaucratic. This is manifest in the increasing size of educational institutions,
even in small states. Bureaucracies are bad because they tend to work to promote their own survival and
growth rather than that of the institution, as was their initial objective. Most bureaucracies fail because they

have a conscience or a soul. | believe that bureaucracies are the biggest stumbling block on the road to the
educational future.

Paraphrase 2 -@/ unacceptable
Reason: B0 0 Cackalino 1S ociee Comfman sy Macie. §QQ~@ T

DORWHEQ cod SQEND  SWED N9 vadereeloled  <S\olex

Bureaucratization has proved to be a major stumbling block on the road to our educational future. American
institutions have become factories that are more conducive to the growth of bureaucratic procedures than
to the growth of the students who attend them. Bureaucracies have to work long and hard to keep from
promoting their own survival rather than the educational goals that were théir primary objective.

and no
e bureaucracy as we know it.
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~In his book, Beyond Culture, Edward T. Hall discusses the problems posed by the increasing bureaucratization

of American educational institutions. Hall maintains that overbureaucratisation is one of t'he key factors
governing the state of education in America today. He points to the tendency of bureaucracies to promote
their own growth and survival first and foremost, and observes that few overcome that tendency. l-_le believes
that this is responsible for the fact that many public schools bear a closer resemblance to factories than to
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LONDON
' In-class exercise 1: Paraphrasing

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 madule).

student Name: Turoe Aoooesoey student ID: AR NR 29D

Ex.1

Write a paraphrase of the following passage

Mike Erwin never envisioned himself as a social entrepreneur or activist. While he was no stranger

to leadership positions, his primary experience had been in large, structured organisations. He

thrived in the highly regimented program offered by the school. Later, Erwin excelled in his
assignments in the Army, winning multiple awards and medals. However, the founding and growth
of Team RWB had none of the characteristics of his previous endeavours. Erwin’s enthusiasm and
the organisation’s mission caught on rapidly and Team RWB attracted media attention
disproportionate to its size. Very quickly, the organisation grew beyond anything that Erwin had
anticipated. Without any intention to do so, Erwin accidently became an entrepreneur.
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be retyrned
to you at the next session. You will need to include scanned copy of this exercise in the form of an
appendix together with your Task 1 (part of the Assignment for this module).
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UNIVERSITY OF WALES ica
Trinity Saint David ACademl

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.

The success of ALDI

The food retail industry is a highly competitive market. Aldi understands that its customers want
value for money but do not want to compromise on quality. This case study will demonstrate how
Aldi uses a lean approach to its business operations to offer its customers quality products at
competitive prices. What distinguishes Aldi from its competitors is its competitive pricing strategy
without reducing the quality of its products. In fact, in some cases Aldi’s products are 30% cheaper
than those offered by its competitors. Aldi can do this because the business operates so efficiently.
The three core values of Aldi are simplicity, consistency and responsibility. Lean production ties in
closely with these values. For example, Aldi storesare simple in design and all stores are very similar

which creates consistency.

For Aldi operating efficiently involves reducing costs in all areas of the business. Some of the key
areas where Aldi is able to minimise costs are by saving time, space, effort and energy. Aldi’s
approach to doing this is to run its business around the principles of lean thinking. Whereas other
food retailers have elaborate displays, additional services and promotions that draw customers into
the business, Aldi’s core purpose is to ‘provide value ang quality to our customers by being fair and
efficient in all we do’. The principles of [€an Production are planned and built into everything that
Aldi does. This starts within its supply chain- Forexample, up to 0% of Aldi’s fruit and vegetables
are sourced locally where possible, reducing the need for long and costly delivery journeys.

The principles of time based management ar¢ also built into the training provided for Aldi’s
employees. Through training staff t0 do 2 Varly of tasks around store Aldi can minimise its staff
requirements. Staff costs can also be red_l’m?d 3 fewer staff are required if they can perform a
variety of duties throughout the storé- Aldi’s NO-Nonsenge’ approach to retailing therefore leads to
cost saving in numerous areas. These Cos't SeYINBS are passed on to customers in the form of [OWer
Prices, allowing the business to differentiate ftselffrom i competitors in terms of price, 3 well as

the quality of the products it has 0" offer:
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