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1. Introduction
The purpose of this report to show how important academic and employability skills in the workplace and personal development. I like to explain which skills help improve to reach my future goals. The readers will get a good understanding of what is the soft and hard skill and how can analyse their skills to know what is their strengths, weaknesses, opportunities and threats. I will show this method through on my SWOT and the PDP (Personal Development Plan) analysis what is helping build up a good strategy for the present and the future. The report tries to explain the importance of time management and how effective for successful daily tasks and plans. Attempt to prove why so relevant to use these skills correctly example working with a team. 

2. Skills
„Cleverness at doing something, resulting either from practice or from natural ability.”(The Free Dictionary, 2006 – 2013)
Skills as read above one part of natural ability but another part can be develope and control. It's good news for everyone who wants to gain some weaker abilities. There are sorts of techniques to learn how to practice and evolve the necessary skills for the workplace and personal life. The learning of lifelong not just grow the present talents but give possibilities to build potential capability. The next paragraphs explain more some of the main skills what is useful to apply for the most effectual life.

2.1 Employability Skills
„Employability skills means technical, professional, and life skills that are necessary for success in the labor market, which may include verbal and written communication, time management, problem solving, professionalism, and teamwork.” 
( https://www.lawinsider.com/dictionary/employability-skills)
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Source: https://cdn.slidesharecdn.com/ss_thumbnails/employabilityskillsfacetsandstrategies-copy-140101175513-phpapp02-thumbnail-4.jpg?cb=1388598995

Barbara Wels (2013) notes that employability aptitudes are the aptitudes and capabilities that make graduates more likely to pick up work and be effective in their chosen occupations as they explore their way through the different workplaces. To be competitive, need to illustrate to bosses that you just need to discipline-specific specialized abilities they require, as well as the broader run of employability aptitudes. The employability aptitudes give the connection between your scholarly considers and graduate business. The 8 types of employability skills the following:
1) Communication: verbal and non - verbal, written, good listening and uderstanding, reading, interpersonal
2) Teamwork: communcation, organising and planning, decision making, problem solving, build rapport, persuasion and influencing, working with other people, facilitation, giving and receiving feedback conflict resolution
3) Problem solving: creativity, researching skills, team working, emotional intelligence, risk managment, decision making
4) Self managment: self control, trustworthiness, conscientiousness, adaptability, innovation, time managment
5) Planning and organising: short ad long term planning, time managment, making decision, problem solving, adaptability, collect and analyse information
6) Tecnology: use and learn IT tecnologies for the more effective work
7) Learning: personal and professional development, self motivation, study skills, lifelong learning, flexibility, time managment
8) Initiative and enterprise: creativity, innovative, strategy, team working, adapt new ideas into actions, strategy thinking, communication

As shown above, the different skills needed the same capabilities and they support each other. The next paragraph will tell more about what is the difference the hard and the soft skills like communication, teamworking and time management.  

2.2 Hard Skills
[image: ]
(Dunpy, 2019)
Hard skills are specific and quantifiable knowledge or abilities and need for success. Typically, they learn them in the classroom or courses, from books or on the jobs. Can be demonstrated through evidence such as a degree, certificate or cases of work. These skills can be examples of computer skills, foreign languages, math skills and many other types of hard skills depends on the job.

2.3 Soft Skills
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(ied.eu, 2018)

Soft skills are a combination of individuals aptitudes, social aptitudes, communication abilities, character or personality traits, attitudes, social and emotional intelligence, work well with others. Soft skills are the term utilized for those abilities that are not specialized or job-related. These skills are useful not just for the employers but in personal life too. Can be developed how to communicate, work in a team or how to manage time and many other ways depends on the workplace or the personal life.


2.3.1 Communication
Being able to communicate successfully is maybe the most important of all life abilities. It's the simplest way to pass information to another person and to get feedback. It may be verbal (using voice), written (printed and digital media: books or ebooks, websites), visually (logos, graphs, pictures), non verbally (body language, gestures, the pitch of voice) listening (decode the information correctly and help answer back the right way). In practice, it is regularly a combination of a few of these. 
Creating communication abilities can offer assistance all angles of life, from proficient experiences to social occasions and everything in between. It's never too late to develop on the communication skills and by doing so and discovers a better quality of life. Communication skills are wanted in nearly all points of life:
· Professionally, if applies for jobs or trying to find a promotion together with the current boss, will nearly certainly have to illustrate great communication skills.
· In personal life, great communication skills can progress the individual connections by making a difference to get it others and to be understood.
· The right communication skills can guarantee effective and intelligent work with businesses and organisations.

2.3.2 Team work
There are a few perplexities almost the distinction between a team and a group to allude to the elements of individuals working together towards a common cause. The word itself group could mean an example of a group of buyer who is not working together or to refer as a group of products in a supermarket. A team is more specific and always working on a project or a goal and cannot work without a group. In contrast, a group it's possible to have without a team. 
In every team, there are the tasks and responsibilities for every single person what is helpful to reach the purpose such as communication skills, organising and planning skills, decision-making, problem-solving, time management, specialist knowledge. Most members can hold two or three roles at a time.  The most effective team-workers are those who can see what abilities are accessible inside the group, and utilize theirs potential skills to fill any holes. Individuals tend to be either assignment- or process-focused, instead of a mixture. 

2.3.3 Time management
In this accelerated world, time management is a big challenge. Every aspect of life cause issues organise the tasks and manage the time the right way. How to solve this problem?
Time management is not unmanageable as a concept, but astonishingly difficult to plant in everyday life. Need to make a list about the priorities and organised well the daily, weekly and monthly tasks. Take the difference between urgent and important tasks but time to time give an evaluation of what is greater importance because the things can change. It's also useful to make a list of small tasks. Using a matrix helps to control these achievements.
[image: ]
(skillsyouneed.com, 2014)

Stay on focus and do one thing in one time because of the multitasking cause easier frustration or do similar things.

2.3.4 Conclusion
The different skills help easier solve the problems in every area of life.  Though hard skills specific knowledge for the workplace and proof them evidence as a certificate but these experiences can be useful in personal life (computer skills or chef). The soft skills not as special as the hard ones but the employers wish a lot. The right communication skills put someone a desirable employee and a well cooperative person, not just the workplace but also in interpersonal relationships. Both skills can develop because of lifelong learning give possibilities to study new abilities. Working with a team is a great opportunity applied in practice these skills. Time management is a very effective method organise the daily tasks, shorter and longer goals to create the time for them. In the end, see how to build up and support each other the several skills everywhere.

3. SWOT Analysis
SWOT analysis is well known as a part of a business strategy which gives a good answer for the present situation. Examine the business strengths, weakness, opportunities and threats. The personal SWOT analysis what I will use in this part is similar except that the focal point is me and my goals. Put the centre of attention on a special goal or issue and help to find out what is the facts now. I choose one of my goals (online business) and I asked questions from myself and took a self-examination.




Personal SWOT Analysis
	Strenghts
· learning new things
· analytic thinking
· good eye in details
· creative thinking
· crochet
· working alone

	Weakness
· time management
· multitasking
· too much analyse time to time
· spoken english
· team working

	Opportunities
· take online and offline courses
· part of a mentor group 
· selling worldwide online
· learnig english
· writing goal dairy and cut in parts the tasks

	Treats
· accident and can’t able to crochet, work
· webpage server stop
· too much noise online
· too much competitors



Source: Created by Author

One of my goal working from home and build my online business create handmade crochet items. SWOT analysis tells me about what is my strengths, weaknesses, opportunities and threats in the present. Sums the results my strengths give me a good foundation work from home and the opportunities support this idea. My weaknesses can be develope the mentor group stand behind me and help to reach my goals. Write a goal dairy assist for better time management. Treats cause situations that are not my under control but give a good challenge doing my work better. If there are too many competitors online meaning do better online marketing to see you the potential buyers.




4. Personal Development Plan
Personal Development Planning a useful tool that helps what need to do achieve the goals. After determining the purposes need to know which skills need to improve and work on it. Several things include in the plan: a clear vision of what do you want and when which skills necessary to develop. How long time to reach each target and what is the different tasks sequence. Better do one goal in one time and give priority between them. I will make my PDP with the two goals I try to analyse my future possibilities and which skills need.
	My goals
	How I will achieve this?
	How this will be measure?
	When I will achieve by?
	People who can help me with this

	working from home to build my online business (handmade webshop)
	learning and doing online marketing, improve my english, create products, build up my webpage, take online courses, mentor group, become a self employed
	increased successfully the right skills, continously analyse and monitoring my websop with online tools, customer feedback help improve the items, speak and write english with people, registration HMRC for self employed number
	






end of 2020
	english teacher, mentor, online course lecture, customer, mentor group members

	Getting a university degree
	Get my Level 4 HNC Certificate (UWTSD Skills for Workplace), apply a Digital Marketing or Business and Marketing course at a University, 
Finish the university and get a degree,
improve my english 
	finish the course and get the certificate, finish the exams and get the deegre, learning and practice english wit a private teacher

	







at the latest date by 2026
	lecturers, friends, university employers, tutors, customers, english teacher


Source: Create by Author

I presented my personal development plan for a short and long term. My shorter goal what is a 1-year term I am planning to start to build my online business and work from home. For this necessary to take some online relevant marketing courses and get some mentoring help how to build a successful business. English is my second language and has to be practice with a teacher because I need communicating the clients in English. 
My longer goal is at least 6 -years term and gives me a deeper knowledge by a relevant degree to my business. The two goals similar in many ways and support each other. Better English and the different business courses help to keep my eyes on both destinations.


5. Conclusion
This essay presentation what is hard and soft skills and why so important in the workplace and everyday life. These skills can be developed and transferable where necessary several areas of life. One of the main important skill is communication because help to manage many issues, especially between people interactions. Working with a team a very good area to practice. Time management is another useful method and a great fit to set goals. SWOT analysis and Personal Development Plan help examine what is the right skills or what needs to improve to reach the desired goals. This knowledge is available for everyone and depends on personal use or not for a more successful life.
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Which sentences are closest in meaning to the five sentences below?

1 25% of adolescents who have one baby have 5 Secong baby Within tWo years of the first baby's birth
asecon

3 25%0f babies are bOrn to Mothers who ara 4.4, jescents
S One out of four adolescent mothers has Anothar baby before the
birthday
¢ Aquarter of adolescent mothers gives birth when their first born is two
25% of adolescent mothers become pregnany again when their first babies are two

first baby reachas his second

years old

2 Ithas been reported that the richest one percent of Americans own 40% of the country's wealth
a  Therichest 1% are 40 times as wealthy as the rest of Americans
b Ifthe gap between rich and poor continues to grow at the current rate, t
soon own 40% of the country's wealth
/e a0%of the country's wealth is in the hands of only 1% of Americans.
d. 99% of Americans own 40% as much as the richest 1%.

he richest one percent will

3. The judge was relieved when the jury was finally ready to announce its verdict.
a. When the jury announced its verdict, the judge was relieved.
b The judge asked the jury to arrive at a verdict.
/¢ The judge welcomed the prospect of an imminent verdict.
d. The jury welcomed the judge's relief.

4. Research data suggest that girls who witnessed maternal abuse may tolerate abuse as adults more than
girls who did not.
a. Women who witnessed the abuse of their mother as teens are more likely to become abusive adults.
J«b. Women who observed the abuse of their mothers when they were young are more likely to endure
abuse themselves.

c. Women who were abused as children are more likely to abuse their own children.
d. Girls who testify about maternal abuse tolerate abuse as adults more readily.

5. Martha thinks that the issue of adolescent problems is important to write about.
a. Martha thinks that adolescents like to write about their problems.
/b. Martha feels that writing about adolescent problems is worthwhile.
¢. Martha believes that the dream of most adolescents is to write something important.

d. Martha thinks that adolescents can write about their problems.

Write your own paraphrase for the following sentences:

1. Alocal newspaper claims that 75% of all homeless people do not like homeless shelters and prefer to live
as they do now. o

2. Ronny told his aunt that a bear had attacked |
Qovay (O v b puad

3. Anyone who has ever driven through the M
extra water.
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(t Y b. You'll probably have to take your

b Publicatj ommercial printer, however, since bristol
won't feed through most desktop pri ollon {0 8.2

nters or copy machines.

7
4 2¢. The type of Paper you choose

e | for a po. depends on how it will be re roduced an
how it is going to be used. Poster or a sign dep P ¢

3 §.d- If you need to create a more durable Poster or sign, or create packaging, bristol stock is your
best choice.

(Microsoft publisher CD deluxe companion, p. 185)
Paragraph 2
2+ta. It's rare, but not unheard of, for mail to go astray.

2.b. And many corporate mail servers have had growing pains, too, experiencing holdups and the
odd deletion.

¢ On the whole though, You can assume email will arrive.

% & %d. However during 1997, AOL and Microsoft Network - to name just the big players - had severe
mail outages resulting in the delay, an 'some cases loss, of email.

1 %.('(ne. In general Internet email is considerably more reliable than the postal service.
(The Internet and world wide web: The rough guide, (1997), p. 15)
Paragraph 3

a. Time may indicate the importance of the occasion as well as on what level an interaction
between persons is to take place.

b. The same applies for calls after 11:00 P.M.
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You are the Director of Communications at your company and you would like a Supervisor, Mary
December, to go on a training course in non-verbal communication because you have observed
that her non-verbal skills sometimes send the wrong message.

- Tell Mary why you are writing

- Say what you have observed about her communication skills

- Tell her how you think this course would improve her skills and her relationship with her fellow
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Exercise2: COMMUNICATION: A CASE STUDY

As you read their case,
remedy the conflict. A
possible, say whose col

think about how you might help communicate with the employee to

nswer the critical thinking questions at the end of the case and, wherever
Mmunication model is relevant.

BARRY AND His STAFF
=ASSY AND HIS STAFF

Barry is a 27-year old who is the manager of a restaurant,

managing all employees in the kitchen. Employees working

Yyears old. In addition, the employees come from varied cultur.
English is not their primary language.

He is responsible for supervising and
there range from 16 years old to 55
al and ethnic backgrounds. For many,

Barry has a Health and Safet

Y (Food) Certificate and tries his best to keep up with food safety issues
inthe kitchen, but he admits

it's not easy. Employees receive “
basics (for example, appropriate hygiene and handwashing,
sanitizing). But with high turnover of employees, training is oft
are put right into the job without training if it is a busy day.

on the job training” about food safety
time/temperature, and cleaning and
en hurried, and some new employees

One day Barry overslept because he had bee:
and realized that he didn’t have a clean uni
very dirty. As he dressed, he realized that he
after working on his car.

n working on his car until 2a.m. He was rushing around
iform. However, he managed to find one that was not

needed a haircut and a good hand scrubbing, especially

When he arrived at work, he dashed into the kitchen and noti
on the work tops. They appeared to have been sittin
of the kitchen staff and asked:
the fridge?’

ced several trays of uncooked meat
g at room temperature overnight. He called one
‘Why did you leave the chicken out when | told you to put them in

The man replied: ‘I heard you screaming but | thought you were trying to talk to the chef above the

noise of the food mixer he was using. | didn’t know you were talking to me’. Barry is frustrated and

doesn’t know what to do. He felt like he was beating his head against a brick wall in trying to get
his employees to practise food safety.

He has made many efforts to get them to learn how to handle food safely. He has put large signs
all over the kitchen: KEEP HOT FOOD HOT AND COLD FOOD COLD and WASH YOUR HANDS OFTEN.
Questions:

: i What are the communication challenges and obstacles that Barry faces?

\

| 2. Which communication models can you use to explain Barry’s problems?

3. What solutions might Barry consider in addressing each of these challenges or obstacles?

2|Page
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