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[bookmark: _Toc28876860]Introduction
[bookmark: _GoBack]This report will discuss the definition of skill and the ones that are needed in employability. Secondly, this report will discuss about soft, hard and academic skills. Furthermore, I will discuss about Soft or transferrable skills. After evaluating this report aims to analyse my own skill using Tools & Techniques such as SWOT & Personal Development Plan. 
[bookmark: _Toc28876861]What is a skill?
 A skill refers to the ability that an individual possesses to carry out a specific task towards achieving a definite result within a specified period. A skill distinguishes an individual among his/her peers, as this is what boost one’s confidence in life and it also serve as a steppingstone towards success.
Acquiring a skill requires determination and practice, almost all skills can be learned and improved upon. Having a skill would expose   individual to different job opportunities, as different kind of jobs requires different types of skills
[bookmark: _Toc28876862]Employability skills
This is defined as those essential skills an individual must have to enable them to seek a job, perform the job efficiently and effectively and as well as maintain the job for a certain period. Every employer would want the best for his/her organisation, to achieve this they would start by employing the best hands for the job. It is not enough that employees possess the right academic or professional qualifications necessary for employment, it is also important to have the right attitude. Employability skills of an individual would dictate the skills, action and abilities that such individuals would contribute in relating to his/her job, employers, colleagues, and as well as customers of the organisation.
Employability skills can be divided into both soft skills and hard skills.
[bookmark: _Toc28876863]Soft skills 
Soft skills are skills that has to do with the personality of an individual, his/her in -built skills. Soft skills are uncounted, the amount of this type of skills that an individual possesses cannot be measured but are transferrable and can be learned at any stage in life.
Soft skills: communication skills, writing skills, reading skills, speaking skills, and listening skills, attitudes, character and time management skills. These types of skills do not depend on natural abilities and the ability to develop them. Soft skills help individual to relate well in whatever environment they find themselves to relate well with people within their environment to work efficiently and effectively towards achieving set goals. Soft skills are further classified as people skills, social skills and personal career attributes. These classes of skills are a combination of; dedication, ethics, honesty, integrity, maturity, patience, presentation, reliability, self -confidence, collaboration, communication, flexibility, listening, observation, participation, respect, adaptability, caring, common sense, cooperation, curiosity, effort, initiative, integrity, responsibility, stress management and sense of humour.
Job specific technical skills in a given field are no longer sufficient as employers scramble to fill an increasing number of interdependent jobs (Askov and Gordon 1999); Murname and Levy 1996. Soft skills complement the other kind of employability skills (Hard Skills).

[bookmark: _Toc28876864]Hard Skills
This is also known as technical skills, there are types of employability skills that are directly related to a specific task or job. These are skills that are knowledge based and are counted. Hard skills can be measured as a degree of professional technical and academic qualification that an individual has, Hard skills are majorly learned as it is teachable, it has nothing to do with a person’s abilities. Hard skills might be created from the extensive development of soft skills an individual possesses. Hard skills might get a person his/her desired job, however, a combination of hard skills and soft skills are needed to maintain the job, All the same personal development is needed for two kinds of skills to be actively proclaimed in an individual.
Employers of labour would always find workers who demonstrate a perfect blend of both soft skills and hard skills. It is believed that workers with this level of competency would always help in the effective growth and development of any organisation they find themselves, taking a quick Strength, Weakness, Opportunities and Threats (SWOT) analysis of myself, I would say my greatest strength as an intending employee lies in time management. I can carry out numerous tasks within a short period of time and this in turn gives me the ability to work resiliently under slightly pressured condition.
Other skills possess are; effective communication, adaptability, teamworking and ability to learn fast, technical skills, and curiosity. My greatest weakness is that I don’t like giving up even when there is evident that there is no other way out and this attitude has made me lost some opportunities in the past because I tend to stick to a particular situation, thereby not giving room to other opportunities, my other witness is; my fear to fail, lack of stress, management, and not wanting to take responsibilities.
[bookmark: _Toc28876865]SWOT analysis
[image: ]
Using the SWOT analysis, I have been able to figure out both my strengths and weaknesses on my own and I have decided to map out a personal development plan both to utilize my strength well and to also work improve to cultivate a habit of letting things, people go when things aren’t working on well, this does not necessarily means I would try to always look out for numerous ways of solving a particular problem. I’ve decided to believe that failure is also a part of success, it only depends on how it is been handled. Failing once does not make me a failure, rather it strengthens me more and gives me the drive to work harder on a particular course. I’m preparing to train myself on taking up and managing responsibilities well. I work more on my digital skills and paraphrasing to make me more perfect and I’ve been taking up slightest responsibilities around me. Starting from families and friends. These are my development plan, which think it would make me a better employee, boost my employability skills and help me in maintaining my job. 
Learning is an inevitable aspect of every of every human life, as it never ends until death. Learning starts right from the day a child is born, runs through his life till he dies. Learning is of various kinds of which classroom learning is one of the kinds of learning, to make certain sacrifices, to ensure that all efforts made by the tutor are not made in vain. Students are expected to be punctual and focus on their studies as this would make them to be success and it’s about gaining more confidence.

Academic Skills – are defined as those behavioural patterns for me as a student to succeed effectively in my course study.
Academic skills are techniques that can be learned at any stage of studying and can be applied to any field of study, these skills are not necessarily define by the abilities of a student possesses. Therefore, it is safe that academic are not study specific. Academic skills enclose a range of coordinated cognitive skills and processes that enhance the effectiveness and efficiency of students learning, Devine (1987) Academic skills include the competences associated with acquiring, recording, organising, synthesizing, remembering and using information, these skills helps student to be successful. Hoover and Pulton (1995). A lot of students with studying weaknesses simply do not know the tricks and trade that are practised by more successful students when they study. Gersten (1998). Academic skills are those skills that would further groom a student in his/her studies, these skills give room for more improvement or whatever a tutor has taught, Academic skills include; communication skills, (writing, reading, speaking, and listening skills, analytical skills and critical thinking, time management, ability to learn fast, problem solving, stress management, organisation skills, strong interpersonal relationship ability, ability to research endlessly, 
Communication skills are the most important basic academic skills. A learner must listen attentively and to be able to carry out the instructions given before acting to avoid misinterpretation. Paying maximum attention to speaker or instructors. Good listeners are believed to be excellent, critical thinkers who would always make a sufficient and effective decision. Students are expected to have excellent speaking skills, they should be able to communicate their ideas, feelings, suggestion and challenges to their peers and tutors. Public speaking abilities is one of the most important academic skills a student should have, students are expected to be able to face any amount of audience to display their oral communication abilities and they should have good written communication skills, as they would be expected themselves in writing at almost all stages of their learning process. Students must be able to carry out researches, write essays, take assignments, make presentations, gather information, make analysis, and preparing reports among others. 
Achieving all these efficiently and effectively requires excellent oral communication, written communication, listening abilities and perseverance. In addition to that, motivation, dedication, commitment, flexibility and ability to prioritize tasks are essential skills a student must possesses to succeed academically, Presley and Aftlerbach (1995) come up with various cognitive techniques that successful students use to interpret and help to remember information. Some of the techniques, make review, research for important information and paying more attention to it, noting important points, use of prior knowledge and changing the approach of learning when struggling to understand.

Academic skills give students the confidence to progress efficiently in their studies, it’s encourages students to learn and discover more in their chosen field of study, Academic skills are transferrable and very important for success in any field of study.
As a student, I try as much as possible to build and improve more on my communication skills, both written and oral abilities. I try as much as possible to plan and manage my time to the best of my abilities, doing this has worked so much for me as I have been able to achieve numerous tasks within a little time. I would like to evaluate my academic skills as a student and identify my strengths and weaknesses as a student using a SWOT Analysis Techniques.
From the analysis, I found my strength to be note – taking during lectures, punctuality researching and time management, group discussions and work more on my digital skills and maths. My weaknesses are inability to make my presentation short of which I would work on it, procrastination, exam preparation, inability to concentrate for a long period at times, the available opportunities I have are : been patient to meet up with my appropriate time of presentation, asking extra questions from the lecturers, create time to study more, use of technological aids in learning further, having frequent group discussions and creating room for personal development. The major threat I have is time pressure, working under limited time is always a worry for me. Having discovered all these, I’m working so hard to map out and work on personal development plan myself, to help me improve more on my studies and for success in my future career.
My drafted personal development plan is as follows: Time management, setting goals for myself and problem solving, giving full concentration to study, improving study area, attracting cognitive learning, more engaged in learning, devoting time to go over my notes and do more research.


[bookmark: _Toc28876870]Conclusion
Conclusively, Employability Skills define the character of an individual that would make such a person attractive to a potential employer. These skills consist of both behavioural patterns of the particular individual and as well as technical abilities concerning the job at hand. 
Employability skills include: Dedication, ethics, honesty, integrity, maturity, patience, presentation, reliability, self- confidence, collaboration, communication, flexibility, listening, observation, participation, respect, adaptability, caring, common sense, cooperation, curiosity, effort, initiative, integrity, organisation, perseverance, responsibility, and sense of humour
Academic skills define the attitude of a must show towards getting beneficial knowledge, it is these skills that would prepare such students towards the world ahead. Academic skills are communication skills, (writing, reading, speaking, and listening skills) analytical skills, critical thinking, time management, ability to learn fast, problem solving, stress management, organisation skills, ability to research endlessly, creative and innovation, public speaking.
Summarily, we can say there is a strong relationship between employability skills and academic skills as one (Academic skills) would prepare an individual for the other (Employability skills)
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	Objectives
What I need to do better? 
	Success criteria
How would I know that I have improved?
	Actions
What are the skills I need on my learning?
	In what way will I perform and apply what I learn?

	Improve my Digital Skills
	When I don’t need help from anyone to put me through again.
	To attend a workshop within the University.
	Practise always, as it makes perfect.

	Presentation
	Giving short presentation.
	To go straight to the point
	To be more conscise

	Improve my maths
	Passing my GCSE maths.
	Focus in maths class & more practise.
	I’m attending Maths & English at the moment.

	Improve my paraphrasing
	Class exercise
	Study more
	Skim & scan more texts.

	Improve my ability to research 
	I will be able to research good sources.
	Organisational, attention to detail and analytics skills
	More time to study.
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COHERENCE & COHESION — more exercises

COHERENCE: A piece of wlting is coherent if ts clearly organised and has

a logical sequence of ideas.

ion of text is cohesive if the sentences are

COHESION; A paragraph or secti
gether, and there is no unnecessany

well constructed and well inked to
repetition.

1
Which of these paragraphs has a problem
problem with cohesion? -

7

AN \y

with coherence? Which has

A ; )
The book | would choose to take to 3 desertisland is a book called ‘Gulliver's

Travels'. It is-an amazing book abouta man called Gulliver who travelled to,
different places. Every place Guliver went was unusual, unexpeoted, - oty
unbelievable, In one place horses could talk and think like people. People wh] s
lived lie primitives. Guliver ive  months. He'

4 with horses for a couple O
oo ryany things from horses. I the horses' society everyono as equal
to each otherThere was justice;

tice, No one had any advantages.

B
There are many good bookshops for students in my town. If | Was 9o/ to live
Ko a book on wildife. That book gives you advice

ona desert island, | would ta
st row o survive in a desert place. It is 2 beauflisland wih sandy
S hes and palm trees. You probably have many questions such as where
Jou could five, what you can eat and how. You wil read a real story of 15

I remiio were lost on a desertisland unti they finally succeeded in
making a new sociely for themselves.
Witrs use a variety of methods to make a text cohisive. These nclude the

use of.
" Reference words lie the refative pronouns which and that, the

personal pronouns he, i them, her or expressions like the one, the

porson o the company to avoid repeating names.
+ Unking devices fie and, atirough, while and however to provide 3
logical link between sentences and paragraphs.
+ Synonyms and paralll expressions e.g. peoplefhuman beings
+ Elipsis or omission — leaving out part of a sentence to avoid repetition

.9, John got 98% in the exam but | only got 70. (=1 gt 70% nthe

exam);
T4id mot want a big wedding, but my parents did. (= my parents did not

want a big wedding)
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COHERENCE & COHESION — more oxercises

COHERENCE: A piece of wriing is coherent i is learly organised and has

alogical sequence of ideas.

COHESION: A paragraph or section of textis cohesive if the sentences are
well constructed and welllinked together, and there is no unnecessary

repetition.

1
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it man called Gullver who travelled to,

I, unexpected, o2 |
e who |
of h

B
There are many good bookshops for students in my town. If | was going to live

on & desart island, | would take a book on widlife. That book gives you advice
about how to survive in a desert place. It is a beautiful island with sandy
beaches and palm trees. You probably have many questions such as where
you could live, what you can eat and how. You will read a real story of 15
children who were lost on a desert istand until they finally succeeded in
making a new society for themselves.

Witters use a variety of methods to make a text cohesive. These include the
use of:

+ Reference words like the relative pronouns which and that, the
personal pronouns he, i, them, her or expressions like the one, the
person of the company to avoid repeaing names.

« Linking devices fike and, although, while and however to provide a
logical link between sentences and paragraphs.

+ Synonyms and paraliel expressions e.g. people/human beings

+ Ellipsis or omission ~ leaving out part of a sentence to avoid repetition
e.g. John got 98% in the exam but | only got 70. (=1 got 70% in the
exam;

1 did not want a big wedding, but my parents did. (= my parents did not
want a big wedding)
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2. Find three Tinking devices from The following Tist o matth eath oThe

headings
below:

while because
during(that time) s0asto
despite(the fact that) since
owing to (the fact that)  as well as
in order to both...and
on the other hand 50 that
Addition Concession
Contrast Purpose

although

in addition to
finally
whereas
however

as soon as

Cause
Time

3. Now combine the following sentences using suitable linking words and

expressions
from the list above.

i) Peter's going o have to leave early. He wants to get to the bank
before it closes.

i) I've gota huge overdraft. | had all that work done on the roof last
month

i) You've already had three warnings. Your work hasn't improved
iv)  We put out al the picnic things. It began to pour with rain.

V)  The new 600 model looks fantastic. It drives like a dream.

Vi) | prefer classical music. My husband loves moderm jazz.

4. Rewrite Text A using reference words and linking devices to link the
sentences more successfully and avoid unnecessary repetition
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COHERENCE & COHESION — more exorcises.

COHERENCE: A piece of wiiting is coherent f i Is clearly organised and has,

a logical sequence of ideas.

COHESION: A paragraph or secfion of text is cohesive if the sentences are
well constructed and well inked together, and there is no unnecessary

repelition.

4
Which of these paragraphs has @ problem with coherenc

problem with cohesion?

67 Which has a

A
The book I would choose fo take fo a desert sland is a book called Gullivers

Travels'. It is an amazing book about a man called/GullivePwho travelled to

different places. Every place Gullverwent was unusual, unexpected, [ ‘I’\US‘U "
unbelievable. In one place horses could talk and think Iike people. People L&

lived like primitives Guliver lived with horses for a couple of months. He pl
learned many things from horses. In the horses’ society everyone was equal

1o each other. There was justice. No one had any advantages.

B
2 ere are many good bookshops for students in my fown. ff| was going to live:
 a book on wildlife. That book gives you advice |

on a desertisland, | would tak
O aut how to survive in a desert place. Itis @ beauiful stand with sandy -/
Bochos and palm frees. You probably have many questions such as where

you could ive, what you can eat and how. You wil read a real story of 15
Y nildren who were lost on a desert island until they finally succeeded in

making a new society for themselves.

Writers use a variety of methods to make atext cohesive. These include the

use of:

. Reference words like the relative pronouns which and that, the
porsonal pronouns he, i them, her or expressions ke fe ore: the
person or the company to avoid repeating names.

o Ciniing devices fie and, atough, while and however o provide a
ogical link between sentences and paragraphs
Synomyms and parallel expressions e.g. people/uman boings
Elipeis or omission ~ leaving out part of a senfence (0 8veld €petion

&g, John got 98% In the exam but | only got 70 (=1got 70% in the

exam);
O ¢ want a big wedding, but my parents did. (= my parents did nt

want a big wedding)
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5. Find three linking devices from the following it to match each of the

headings YLrs ;
below: AR O
© while because” although 27 1 AT
« during(that time) soasto, ] in addiion to e

5 fnally e ene
'\"»‘;’ whereas €27 o
however €27

-

, despitethe fact that) since
_owing to (the fact that)  as well as ”
.« inorderto both...and &

015 onthe other hand sothat o 38 soonas s

Addition Concession Cause
Contrast Purpose Time

3. Now combine the following sentences using suitable linking words and

expressions
from the list above. ar.
Laco™
i) Peter's going to have to leave early. He wants to get to the bank
before it closes. y N
i) I've gota huge overdraft. | had all that work done on the roof fast Lyg roath
month.
i) You've already had three wamings. Your work hasn't improved. MIET
f coon WY-4 We put out allhe picnic things. It began to pour with ain. FA
¥ The new 600 model aoks fantastic. I drves like a dream.c. = . < 1\ o5
vi) | prefer classical music. My husband loves moden jazz.
alfhovgh

4. Rewrite Text A using reference words and linking devices to link the
sentences more successfully and avoid unnecessary repefition.

£ welownd W39

« Lol [ wowkel chooge Lo (edee Ao G deser
Sl

ot d Gulliost's Travelst [t oon omcigg Lo ek abod

Crudlivet wha feweilsd Lo (UHUQJ P\:.m

A e, war wagual werecde dan





image16.png
(Adanca Engisn: O Connet)

COHERENCE & COHESION — mare exercises

COHERENGE: A picce of wiiting is coherent if it is clearly organised and has,

alogical sequence of ideas.

COMESION: A paragraph or section of text is cohesive if the sentences are
well constructed and welllinked together, and there is no unnecessary

repetition.

1
Which of these paragraphs has a problem with coherence? Which has a

problem with cohesion?

A
The book I would choose to take to a desert island is a book called ‘Guiliver's

Travels'. Itis an amazing book about a man called/Guliverwho travelled to
gifferent places. Every place Gullivepwent was unusual, unexpected. /7
unbelievable. In one place horses could talk and think like people. People &
Jived like primitives Gulliver lived with horses for a couple of months. He.
loarmed many things from horses. In the horses’ society everyone was equal
{o sach ofher, There was justice. No one had any advantages.

B
There are many good bookshops for students in my town. If | was going to live

on a desert island, | would take a book on wildlife. That book gives you advice
about how to survive in a desert place. It is a beautiful island with sandy (.
beaches and palm trees. You probably have many questions such as where

/ou could live, what you can eat and how. You will read a real story of 15

¥
children who were lost on a desert island until they finally succeeded in

making a new society for themselves.

Writers use a variety of methods to make a text cohesive. These include the

use of

'+ Reference words like the relative pronouns which and that, the
personal pronauns e, i, them, her or expressions like the one, the
person or the company to avoid repeating names.

« Linking devices fike and, although, while and however to provide a
logical link between sentences and paragraphs.

« Synonyms and parallel expressions e.g. peoplefhuman beings

« Ellipsis or omission  leaving out part of a sentence to avoid repetition
e.g. John got 98% in the exam but I only got 70. (= | got 70% in the

exam);
1 did not want a big wedding, but my parents did. (= my parents did not

want a big wedding)
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Whichsentences e closest n meaning o th five sentences below?

. 2590 dolescents wha have o by Have 3 second baby wihin o yeas ofthe st bab's bt %
25% o babies are born to mothers who are adolescents

One out af four adolescent mathers has anoter baby b
by

< Aquarter of adalescent motners gves birth when thic first bor s two
3 2% o adolescent mothers become pregnant again when thei first babies re two -

o the firs baby reaches i second

ears ol

1t has b emorted tht th chs:onepercent of Amarican pwn 40% o th county's weskth \/
3T et 1% 3 € times 3 ety s the st of Ameans
o e btaen i nd por continues o 510w at th urent i, th chestons percent
oo out A% the coute's wealts
(5 ot he county sweakh s the has o only.
7 093 f morcas own 4% 35 mch a herches 1.

Amaricans

5 o v e when e s il e o s vt
e v s et e i s s o
& Tt aied ey o ave st e
© The e wecamed the prospect f animminent vercic:
T Tl wekomas h g e,

4 Research data suggest that grls wha witnessed maternal abuse may tolerate abuse a5 adus more than
grls who i not
5. Women who witnessed the abuse of teir mother s teens e more kely 12 become abusive aduls.
(5 Women who cbserved the abus oftheir mothers when they were oung ar2 more kel 0 endure

s e,
. Women who were abused a5 children are more likely to abuse their own children. /
& Gt ety sbot materal b lrte i 530 mre i

5 Mo it the su of st probies s mportant o e b,

Marthsthinics hat adolescens ik o wrize about their problems "
() v fss vt wrca ot adlesens rolems s ettt

QRS ———
3 Wt o ht sl it abot e bl

Wiite your own paraphrase for the following sentences:

L. Alocal newspaper caims that 7% ofall homeless people o not e homeless sheters and prefer o ve
astheydonow.

2 Fonny tld i un tht a arhd atacked i, which e found it o bl
R s @k did wok Lalior® fis Shoy of s bear akivcle

AnYone Wh hasever driven through the Mojave Desert knows that ane should aways carry a supply of

extavater

LEG advicahle b oy uir waker wh =5
Edia fl r fra whike g ot
4. fthe 138 mloh e of ot e rmerons v 157,901

o ) o cres war token vy

5. Awaman who was nominted by the
Board of trustees

Wﬂ L)sza\ of frustaes caqidly cereed £ fs

LIS

president o head the department was quickly aporoved by the
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Summaries. W o Sty Sl o A s Wi Tz o)

Read the text and then look at the summaries.
Which of the summaries is acceptable?

Salaries rise in line with fees

Students are borrowing more money to finance college education compared
with 10 years ago but, when they graduate, their loan payments are taking up
a smaller percentage of their salaries

One-half of all graduates borrow some money, according to figures from the
US Department of Education, up from 34 per cent in 1977. The average debt
for recent graduates is $4,800, up from $2,000 in 1977.

‘The government has been deliberately shifting the emphasis from grants to
loans, and more students have been forced to take out loans because of
fising fees.

“College students are borrowing more than they did 10 years ago to pay for
rising college tuition,”said Acting Secretary of Education Ted Sanders. ‘But
when you take eamings into account, debt should not be a hardship for most
graduates”
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a) Students are borrowing more money to finance college education
compared with 10 years ago but, when they graduate, their loan payments
Ly are taking up a smaller percentage of their salaries.
¢ Ahalfof all graduates borrow some money. according to figures from the
3 US Dept. of Education, up from 34% in 1977
o The govemment has been deliberately shifting the emphasis from grants
(. toloans, and more students have been forced to take out loans because of
fising fees.

b) Students are borrowing more money to finance college education than 10
) years ago but, after graduating, their loan repayments are taking up a
4 smaller percentage of their salaries 50% of all graduates borrow money,
4 according to US Dept. of Education figures, compared with 34% in 1977
J° The govemment has deliberately been shifting emphasis from grants to
=~ loans. More students have been forced to take out loans because of
increasing fees.

©) More money is being borrowed by students to finance college education.
Half borrow some money, compared with 34% in 1977, according to
US Dept. of education figures. The govermment has emphasised loans
rather than grants and rising fees have forced students to take out the
former. However, when eamings are taken into account, the debts shouid
not be a hardship for the majority of graduates

(;2 More students (S0%) are taking out loans to finance college education

an in the past (34% i 1977) due o rising fees, the move away from
grants being in line with US Government policy. However, the proporton of
eamings needed to repay the money s smaller
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