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1. Introduction
The purpose of this assignment is to conclude the Academic and employability skills module and to assess the level of knowledge we gained after studying for it. The aim of the assessment is to evaluate the way the knowledge was installed, and to test our ability of applying theoretical aspects onto personal levels. During this module, we introduced key-aspects such as employability skills, which is a new concept to me, as well as discussed a number of concepts such as skills, communication skills, etc. in greater detail. 

2. Sources used 

The information we used in this assignment can be found in the books we were recommended by our lecturer, as well as online. We used information from verified sources, such as online articles, which are relevant to the subject, as well as online books and other materials. In including this information in the present report, we used the Harvard referencing system, as per guidance received in class. 

3.Definitions of the key-concepts 
In answering the assignment’s requirements, we will start by defining the concepts will we then analyse in greater detail.
Skills can be defined as the “type of work or activity which requires special training and knowledge.” The word skills is also used as the ability to do something well. (Collinsdictionary.com, 2019)
Employability skills are defined by the UK Commission for Employment and as 'the skills almost everyone needs to do almost any job.'(UKCES,2011) This definition is not comprehensive enough as employability is not just about skills, is also about capabilities or competencies: aptitudes, attitudes behaviours.Ian Myson, the Chartered Management Institute's Director of Higher Education Partnership 2015, found, during his  research, that 75% of employers want graduates to have practical and professional skills alongside their academic knowledge and so-called soft skills.
The present report has been elaborated in order to analyse the range of skills I have achieved so far in my professional and academic experience. 




Employability was also defined as "the set of achievements – skills, understandings, and personal attributes – that make graduates more likely to gain employment and be successful in their chosen occupations, which benefits themselves, the workforce, the community and the economy" (Mantz, Y., 2004). 
Research done on the labour market in the UK showed that the number of graduates who are competing for jobs increased, employers always expecting a little bit more. Requirements for a student to be employed, such as communication skills, teamworking, problem-solving, are essential. 
Unfortunately, many students find it hard to secure a job after their graduation as there are still employers who look for experience and not just an academic degree and skills related to the work role itself. Universities are helping undergraduates prepare in gaining some general skills that will guide them for success, whichever career path they will choose later on.

Communication – definition: “Two-way process of reaching mutual understanding, in which participants not only exchange (encode-decode) information, news, ideas and feelings but also create and share meaning” (BusinessDictionary.com, 2019)
Communication skills are part of the “soft skills” 
Soft skills are the defined as personal attributes, and cannot be quantified, in comparison to Hard skills, which refer to the skills one can learn. Examples of soft skills: communication, creative thinking skills, flexibility, problem-solving skills, etc. (The Balance Careers, 2019).Examples of hard skills: computer skills, typing, foreign language skills, etc.
The most important difference between soft and hard skills is the ability to quantify them; hard skills can be learned as a result of training or education; soft skills are more subjective and often referred to as “people skills” (The Balance Careers, 2019)
Communication is believed to be one of the most important skills in the society of the 21st century.  Managers are looking out for this skill more than ever, when selecting their new team members. “Good communication skills are when you know to use those skills aptly and in the right situations. It is also the capacity to deliver what you want to say, in a way that guarantees the message is perceives as you wish “. (Morgan, P., 2017)
Communication is also the key to a good team working as team members need to let each other know what is going on either by verbal or non-verbal behaviour. Ways to communicate could also be body language, facial expressions, etc.Having bad communication skills can lead to emotional arguments with other people, either because the other person did not understand your message the way it was intended or because of the way it was communicated not being precise enough. Upgrading communication skills would be excellent in terms of own or professional development, as there is usually room for improvement, despite the current level being as least acceptable. 

We previously mentioned encoding and decoding, as part of the definition for communication. The Business Dictionary defines the process of “encoding and decoding” as the process of converting pieces of information and the converting it back once more, using a coded format. The process is frequently used by computer software programs but also as part of the communication processes. (BusinessDictionary.com, 2019)
One of the consecrated models used to explain encoding and decoding in communication belong to Stuart Hall. He explained this through examples identified in the American show “Family Guy”. 
He found that encoding and decoding are used in television shows, where producers encode the information, usually based on their own experience and ideas. This is then presented to the audience, the viewers, who decode it, according to their own experience and values. He appreciates the differences in view and understanding, from viewer to viewer. Hall also found that the viewer is free to rebuild the entire idea in such a way that the symbols can be attributed meanings which can offer a totally different meaning to the whole message. This is a result of the information being translated and interpreted. (Medium, 2019)

Team Working can be explained as:
The actions of working with a group of people to accomplish a shared purpose or outcome in an effective way
Sharing efforts and action towards the same direction, the same business goal or objective 
Sharing responsibilities with other individuals, part of the same work entity
Perform for the good of the group as a whole
Considering other ideas
Listening to what other members of the team have to say
Team working is essential in most workplaces. The better you work with others, the better the team will perform, and tasks will be completed on a group level.In order to critically evaluate my team-working skills, I believe that there is definitely room for improvement in this area.
I can perform well in a team as long as everybody knows their responsibilities and are enthusiastic about trying their best; but, unfortunately, not everyone is focused and, at times, individuals can overlook listening to each other, which has a negative impact on the whole team, most times.In my workplace, team working is at a reasonable level. We do share our responsibilities; equally, although sometimes I consider I put more effort in than some of my colleagues, and it seems to be unfair. I believe I can be a great member of a team, but only when I am part of a great team. Poor team-working skills can have consequences like exhaust and irritation, especially when working alongside others who don’t have the same commitments towards to work they need to do.

Time management  
 Having time management skills is one of the skills that are more than essential. Having the ability to manage your time correctly can lead to excellent outcomes and also increases opportunities to achieve meaningful life and career goals. For someone to have practical time management skills is necessary to improve some other small abilities. Organization and knowing how to plan effectively, setting realistic goals and objectives but also being able to prioritize tasks as per their meaning and urgency is a must.
As many people would say, time management is not one of my fortes. Being able to learn about it on this academic module is of great importance for me, as I tend to be struggling with managing my time. Inadequate management of this superior skill can drive to negative results, such as being regularly late for appointments or not being able to complete tasks.
Before I started my academic education, I was not aware of the importance of having good time management skills, and I did not acknowledge any ways of improving it. After the first lecture, I was impressed with what a difference can make in your everyday activities. At this point, I am in the process of improving my time management skills, and I can observe the effects of administering my time according to some principles, which I discovered during this module, such as prioritising.
[image: Image result for time management]CFI, (2019)

Problem-solving 

Everyone benefits from having excellent problem-solving skills. Even if problems can be sometimes more severe or complicated, having the ability to solve them efficiently could be a great outcome in life. Difficulties can appear in everyday routine, and many times, a business can suffer from bad problem-solving skills, because the problem is not dealt with properly. Some other small skills are needed to be effective in problem-solving and also in overcoming any barriers that might block the achievement of your goals. Some of these are: creativity, researching skills, team-Working, emotional intelligence and decision-Making.
In 1950, two British individuals, Charles Kepner and Ben Tregoe, distinguished a decision-making process for problem-solving (Kepner and Tregoe, 2013). The K-T process approach (as it is called ) tries to identify the causes of a problem by trying to find where, when and whom problems are appearing and in situations that might explain why they do and do not occur. The method has five steps: defining the problem, describing the problem, establishing possible causes, testing the most probable cause and verifying the true cause.
The advantage the K-T approach has given is that we might expect the problem but where it is not occurring, what makes the difference now, and what has changed over time can help us find a solution for the problem mostly by defining, describing and establishing possible causes for the problem. Peter Morgan (2017).


[image: Image result for k t approach problem solving]
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Problem-solving is a skill I possess; by saying that, I feel that whenever a difficulty appears, I do not tend to panic or lose my concentration from finding solutions for the problem to be solved as efficiently as possible. Often, I try to use logic as well as imagination in order to come up with a solution.
Usually, I was trying to analyze the situation and try taking the best decision so everybody can leave happy and satisfied. Although my problem-solving abilities are on a reasonable level, I keep trying to improve those skills for even better results. 



Conclusion 
 
In summary, academic and employability skills are what make us employable as investing in education and skills development can help achieve dynamic growth with quality jobs. 
Personally, I own some of the skills I referred to, such as communication, problem-solving, and decision-making. Before I started this course, I was not aware of all the skills I have or the ones I need to improve. Having the chance to analyse myself and be conscious of the possibilities to find a better job but also the commitment I have to put into making myself better every day, gave me a certain degree of determination for the future. 
It is a great opportunity to be a student of the University of Wales; it provides us with great information and the chance to become better in our workplaces but also to create better outcomes in other areas of life too.
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