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Academic and Employability Skills
Introduction
	The workplace is where skills acquired all through life are tested. In order to be considered for hiring, people need to have all relevant skills required in their area of specialization. Currently, competition is high in all careers and hence it requires a person to be outstanding in order to be considered (McLean & Ransom, 2007, pg. 58). This piece of work entails a discussion on the application of various skills in the workplace. 
	A skill refers to the ability that is gained through systematic, deliberate and continuous effort to efficiently carry out complex job functions or activities involving technical, cognitive and/or interpersonal relations capability. Academic skills are the skills learnt at school. These skills are important and are still applicable later in one’s career. Some of the important academic skills are communication skills, organization, networking, awareness, and answering the right questions (McLean & Ransom, 2007, pg. 61). 
	Employability skills can be explained as the skills required by a person in order to make them be employable. In addition to hard skills acquired in school, employers also look for soft skills from a job applicant. Hard skills are teachable skills or abilities that can be measured easily. They can also be defined as technical abilities that are applicable in a specific area of specialization. Normally, hard skills are acquired through classroom activities, taking an online course or by reading books and other reliable sources of information (Andrews & Russell, 2012, pg. 33). Through this course, I have been able to master the relevant hard skills that will help in my career. 
	In order to succeed in a career, I need to be more than a specialist in a given field. I hence need to have soft skills that will increase on my ability to get employed. Soft skills are a combination of social attitudes, behaviours and personality traits that enable people to collaborate, communicate effectively, and manage conflicts in a successful way. People who have good skills have strong emotional intelligence and situational awareness that enables them to successfully navigate difficult environments. At the same time, it enables them to have positive results. This is very important for positions in job leadership because being a good leader requires a person who is able to manage people effectively, guiding their efforts towards the goals of the organization. Examples of soft skills that have high application in my workplace include time management, communication skills, working with a team, skills in leadership and problem solving, interpersonal skills and many others (Andrews & Russell, 2012, pg. 35). 
	According to Grissom, Loeb & Mitani (2015, pg. 773), time management refers to performing your duties efficiently and completing on time. In my industry, employers look for employees who are able to optimize their time and perform their duties as required. Good time management helps in saving money for the organization. In the long run, this leads to an increase in revenue. Time management is one of the importance skills I have learnt in school. Being in school has helped me acquire a number of time management skills. One of the time management skills I have acquired is on prioritizing. As an employee, it is impossible to use every minute given to me in doing my duties. Pressure at work will also push me to a point where I would wish to complete all work at the same time. This is however not possible. It is at this point that skills in prioritizing will be helpful (Grissom et al, 2015, pg. 776). The skills I have learnt will help me plan on how to prioritize so that I can first complete tasks that are important and that have the biggest impact in the workplace. When prioritizing, I will have to consider factors such as deadlines for the various tasks, the amount of time it will take to complete each task, importance of each task to success of the organization and the impact that will be brought by failure to complete the task. These factors will help me know which task to complete first and the ones that can be scheduled for a later date. This course has also helped me acquire time management skills on scheduling (Grissom et al, 2015, pg. 777). Scheduling is very important in workplace because each task has to be assigned its time of completion. Good scheduling will help me complete all my tasks effectively and on time. Everybody has that time of the day when he is productive to the maximum. There is also that time when one’s productivity is at the lowest. Scheduling skills will help me schedule for difficult tasks during the time when I am productive. By doing this, I will avoid delay and also ensure that no task is left undone. Scheduling will also allow me break broader projects into milestones for easy of completion (Grissom et al, 2015, pg. 777). 
	In my future employment, skills on task management will help me complete my work efficiently. In the workplace, to do lists are important and hence I will ensure that I have included them in my schedule. To do lists will help avoid forgetting tasks that are important for flow of work. By completing them, I will avoid spending all my time thinking about all tasks that should be completed that day. Remembering tasks consumes some energy and also takes important time that should have been spent on other activities. At work, I will be making to do lists for the whole of the week. This will help determine what needs to be done in a given day (Grissom et al, 2015, pg. 781). By doing this, I will avoid spending my time doing unnecessary things. Time management skills will also help me in workload management. Even though some people may consider calling it a skill to be odd, pacing you work is one of the important concepts in time management. Although skipping breaks and working for long hours is known to improve productivity within a very short time, the exhaustion associated will drop one’s overall productivity in completing a given project. Exception for this happens only in rare cases. I have learnt that it is important to try and resist the urge to overwork. In daily schedule, breaks are important and hence should be included as part of completing a project. In work, this will help manage high levels of productivity all through. In addition to consistency, managing tasks by enforcing optimum workload will also help me avoid burnout (Grissom et al, 2015, pg. 786). Employers look for people who can manage long term productivity and hence this skill will be of great help. Lastly, time management skills learnt at school will help me in delegation. Irrespective of the kind of work I will be doing, task delegation is possible. Determining the task to delegate and the time to delegate it is a very important skill. Some of the people choose to avoid delegation in order to have full control on completion of projects and also make savings on money that would be used in hiring assistants. Instead of improving on productivity, both approaches hurt it and raise costs in the long run. In management of tasks, it is better to complete few tasks than to try accomplishing all tasks and end up failing (Grissom et al, 2015, pg. 789). 
	In my workplace, good communication is a very essential tool that helps maintain strong working relationships and also improve on productivity at all levels. Employers who invest energy and time into delivering clear communication lines will establish trust with employees and this leads to an increase in productivity. When hiring, good communication skills is one thing looked by the hiring team. In my workplace, good communication is a skill that will allow me to carry my duties effectively (Andrews & Russell, 2012, pg. 38). The ability to communicate effectively with customers, managers and colleagues will determine my productivity. It is hence a skill that I will make sure I am the best at it. Part of establishing a workplace with good communication is also the task of the management. This is by hiring employees with good communication skills. Poor communication in an organization has a negative impact of making employees unmotivated and they can even lose their confidence. Good communication in the workplace is good for creating a culture of innovation, initiates growth in an organization and helps in coordination of the team (Andrews & Russell, 2012, pg. 40). 
	Team work is a soft skill that is used in all workplaces. My employer has shifted to team work because it has proved to be associated with increased performance. In order to have a long and successful career, I have learnt that it is important to master working in a team. Teamwork has an advantage of bringing new ideas. Looking at the fact that the current business world is very competitive, having new fresh ideas is the only way a business can succeed. Team work has an advantage of selecting the best idea from a number of ideas raised by the members. These ideas are also important in solving problems that arise in the workplace (Andrews & Russell, 2012, pg. 41). Team work will hence help a team find the best solutions to problems at the workplace. Teamwork also creates a system that helps ensure that deadlines are met.  
	According to Hansen & Hansen (2007, pg. 1) skills in SWOT are currently applicable in the workplace and this is a skill that will help me prosper in the workplace. SWOT analysis include evaluation of strengths and weaknesses, identification of opportunities and consideration of possible threats. It is very important to write down all the strengths you have. Examples of strengths that are relevant to my workplace are strong communication skills and experience. The key idea of evaluating strengths is to compare with other employees and what is required in the workplace in order to establish whether you are in a good position to perform. In a similar way, evaluation of weaknesses is also important (Hansen & Hansen, 2007, pg. 3). Lack of experience in a given field is a good example of a common weakness at my workplace. Lack of technical skills is also a weakness. It is good to evaluate your weaknesses since they are a risk to career advancement. Identification of opportunities in your career is also important. An example of an opportunity is becoming more specialized in a given area. Such opportunities help increase the value and competitiveness of an employee.  All these are very importance for survival in not only mine, but all workplaces. Consideration of threats is also important in the workplace (Hansen & Hansen, 2007, pg. 5). An external threat facing the company has the potential of threatening one’s career. For me it is important to determine possible threats in order to devise a way of beating them. 
	Lastly, academic skills are on high demand in my workplace. They are among the factors determining whether a person will be hired. The most important academic skills include leadership, organization and networking. Leadership is a skill wanted at my workplace. Being instrumental in group projects builds leaderships skills due to the fact it involves delegation of work. Extracurricular projects also help in building leadership skills (McLean & Ransom, 2007, pg. 61). Employers need someone who they can trust. Organization is an academic skill that is also wanted at my workplace. My workplace requires people who can effectively manage their tasks and complete on time. Effective management of small tasks helps in attaining organization’s goals. Lastly, my current workplace requires people who are able to network. After work, group talk which can bring us new ideas, and also competitors. Competition is required for improved productivity (McLean & Ransom, 2007, pg. 52). 


	STRENGHTS
	WEAKNESSES
	OPPORTUNITIES
	THREATS

	Hardworking
	Communication skills
	Books, Online courses
	Lack of time

	Problem Solving
	Task management
	To – Do list
	Friends

	Team working
	Organization
	Extracurricular projects
	Can do attitude 

	Time management
	Leadership
	University
	Competition


My SWOT analysis : 


Conclusion
	For a person to be considered for hiring, it is a requirement to have the skills discussed above. These skills are also important for survival in the current market and also promotion. To remain competitive, people should keep improving their skills in order to match the increasing competition. 
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	Short-Term Time Frame
What do I want to accomplish in the next three to six months?
	Mid-Term Time Frame
What do I want to accomplish in the next six months to two years?
	Long-Term Time Frame
What do I want to accomplish in the next two to three years?

	1. My Goals 
What are my overall goals that I want to accomplish in this time period?

	Improve my English (writing and speaking) and pass all exams at the University.
	Change a job.
Finish level 4 and get to level 5 at the University.
	Finish level 6 education at the University.
Find a job regarding to my level.

	2. Skills and Knowledge to be Learned 
What specifically do I need to learn? What project do I need to work on?
	Communication skills.
Task management. 
Time management.


	Communication.
Team working.
Managing time.
Work under pressure.
Write professional CV.

	Managing time and money.
Motivation.
Organization.
Team working.

	3. Next Steps
How am I going to acquire the skills and knowledge?


	Practice every day.
Be patient.
Do not be afraid to make mistakes.
Organizing free time for study.
Read books.

	Take professional advice to 
write CV.
Keep studying.
Take tutor if needed (anything to achieve a goal).

	Can do attitude. 
Keep studying.
Upgrade CV if needed.


	4. Resources 
What resources do I need?


	Free time for study.
Books.
Personal Diary.
Blogs.
	Friends/Family Support.
Economic support.
Energy.

	To-Do list.
Economic support.
Self – motivation 
Friends/Family support

	5. Time Schedule
When will I start?


When do I expect to finish?


	Already started.
	Next year.
	In 2022.

	6. 
	After 6 months.
	In 2021.
	In2023/2024.



Personal Development plan:
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In classes exercises:
Paraphrasing :
1. People major technique to make contact is language. People have many different vocabularies and generally that vocabulary is barricade to understand between each other. People still have been dreaming of establishing one language to be the global language for all. If the dialect is the same to all of us, relationship between countries will be increased not only culturally but economically. (Kispert, 2004) .
Please consider change of word order eg. Start first sentence from different point from the original text. Change sentence structure and break information into separate sentences. Currently too similar to the original text.
2. Freeze could be the second word for the Antarctic on our planet, the same as warm is for the sun, these two opposites have amazing climate influence on our world. [Jacques] Cousteau told the camera. Freezing ocean water coming from north and mixing up with warm water from the tropical zone helping to chill the surface water together with our air. Human actions have influence on the fragility of the regulation system. “From” Captain Cousteau,” Audubon (May 1990):17.
As in number 1. You have created synonyms and some changes, but text remains very similar to the original.
3. Back in the Twenties consuming alcohol was against the rules, but rules at that time was sad laugh because strong alcohol was served at a local pub. At some point back in the days organized criminal controlled cities, and the law could not do anything to stop it. Coming and expanding the Jazz music all over the country the Classical was forgotten, which ended with heroes of the young like Bix Beiderbecke, Louis Armstrong and Count Basie. America’s past can be described with things like short skirts and bobbed hair which we can give it to the Flapper who was born in twenties. From Kathleen Yancey, English 102 Supplemental Guide (1989) : 25.
As in previous examples. You have created synonyms and some changes, but text remains very similar to the original
4. Head damage is the reason for more then three-fourths of bicycling deaths every year over 1000 cases. Fifty percent of them are kids who go to school. Study found out that risk of head damage can be decreased by 85per cent wearing a safety helmet. During the accident bike helmet works like a suspension system and consume all cushions of the head. From “Bike Helmets: Unused Lifesavers,” Consumer Reports (May 1990): 348.
In this example you have changed more and therefore improving in Paraphrasing. However, you still need to change more in this example as well. Also we do not use the word ‘kids’ it is actually quite derogatory to children and is also informal in style.
5. So far skyscraper engineering famous success is the Sears Tower, it is unbelievable that architects and engineers have given up the chase for the tallest building in the world. The question is: Just how high can a building go? William LeMessurier the structural engineer who has construct a skyscraper almost one-half mile high, twice as tall as the Sears Tower. The 500-story building could be produced on technology we have these days according to an architect Robert Sobel.
As in previous examples you demonstrate you make sense of the idea of Paraphrasing but need to change more in your re-writing of the original text.
Well done. Please continue to develop your skills. Thank you.















Referencing :
HARVARD REFERENCING WORKSHOP

How would the following references be cited in your text, and formatted in your list of references?

Book
The Complete Guide to referencing and avoiding plagiarism by Neville, Colin 
Book. English. 2nd ed. Published Maidenhead : Open University Press 2010 
In text: (Neville, 2010)


In reference list:
Neville., 2010. Colin Book, 2nd book, Open University Press, Maidenhead.








Chapter in an edited book  
Cite a chapter by P Baty called Collaborative Learning from page 231 to page 248 contained in the following book: Study skills for Dyslexic students.
Hargreaves, Sandra 
Book. English. 
Published Los Angeles, Calif. ; London : SAGE 2007 

In text: (Baty, P., 2007, pp. 231-248)


In reference list:
Baty, P., 2007. Study skills for Dyslexic students, SAGE, London, pp. 231-248






Journal articles 
Putting the Defendant in Their Place: Why Do We Still Use the Dock in Criminal Proceedings?    Mulcahy, Linda. British Journal of Criminology volume 53 Issue 6 (2013): 1139-1156.



[image: ]

[image: ]


[image: ]
	HRVOJE GASPARIC (1917115)
	2



image2.jpeg
F—Sr&;c' \ ve Eeﬂft \N\u’\{j\wog —
13¢5, Ofn Fi){ngis 0\0\;1“&% o (f:o(“CQEL'mgK Pl,“(o;,—kxe,, &
* 3 2
. e} : ,,\\
*X ey g\&ﬂ_‘ &&A\_,__._f -
m\r& B ) ek wht Hode fue  owpwers P
‘E-zy_t, Y &LWAJM,, ,\w,.vw b 3&«!{,,3:\&"\& &
ENESIRNRSE . -
dees ) 3 | Recoll b:ﬁ)te _y
AlodE AL W | Coustdry  what gou
L’zm\ {»m,{:\mjtz;t, \n-zr;c& i (2oun \.!gw ““Wﬂ{ &3“ remesabye v ~
e Ledt, ]

;\.v‘:rw EL’[@ VE:LaL\V\%/

' 5 Qﬂ%mt 9\3\)\(5“_

-~





image3.jpeg
™

J

i EOPTOPIOD SR A 5 T

|

e Peoliic ok oxmery

b oy copelbudd | l ﬁ‘g‘\ﬁ
: e thu&,, WAL b S S

e C\\& A 'U'VL o ve \g(&m,\ 5 on 3/

,‘\\, TR e

5 e g g - SR S S
e —ee




image1.jpeg
-~

~—

)

() )

)

)

=

chmees
ookl

7 Nowoldn @ wksd sc. ok [, @Ql

?u'k & SCONUL W Rwdy _\_w books  online

- sty
W - weduest
O - oopuuibies
T biebs

T‘f’bl > X\L\(&A . "*s\éQE}@_ Lkd(&f’ \nt(-‘) w s \p&)é; W
= HCQ&'«»&\ Y&_\(&r \‘I\(:&\\ \o\ S‘{héy\}
e TV'&\«A\QI&\Q&»‘/ S\AKLS ‘S\L\\\ Qma\l\ SN

be woed bobvesn ded shadiog

'8 S\Wo tw“bfs A\w \\cmmk

Pl
G CCDV\DV-{-LDL
$-Roael
e tm\w\m\,‘wi

(L= \m{\ce‘\

L - \\Z\AJ\vwv«wL*&





