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Introduction 
In the world of business, it is a requirement for people to have academic and employability skills when being considered for a job. These skills are required at all levels, from entry level to CEO as they are important in the running of the business. This report will breakdown and cover some of these skills in detail and I will also be analysing my skills that I have gained and the skills that I need to improve on.
“Employability Skills can be defined as the transferable skills needed by an individual to make them 'employable'. .. These skills are what they believe will equip the employee to carry out their role to the best of their ability”. (According to Exeter.ac.uk. 2019)
What is a skill?
A ‘skill’ is a type of work or activity requiring specific knowledge/abilities to complete and can be demonstrated in different ways. It is important for employers to employ people with the right skills required to complete the job as this will allow the company to grow because they have the expertise. Having a skill is beneficial for an employee as this enables them to have a high salary, have opportunities to develop quicker and even the possibility of bringing new ideas to the company.  “Improving or raising skill can be construed as desirable if skill is by definition productive of value”. (According to 27 Adnett and Davies 2002).

What are employability skills?
Employability skills such as; communication skills, problem solving, teamwork, self-management are crucial for employers when seeking new employees. These skills are important as they can be used across all organisations and when someone is able to demonstrate that they have these skills, the employer is able to make the decision whether they would be the right fit for the team. Communication skills, both written and verbal are important for businesses because when communicating with your team there needs to be clear and precise communication so everyone understands what needs to be done. Using your customer needs is another important factor so there is a chance for repeat business. 
“Employability skills are not job specific but are skills which cut horizontally across all industries and vertically across all jobs from entry level to chief executive officer”. (According to Sherer and Eadie 1987, p.16)
For example; two potential employees applying for the same role, one employee has all the academic skills required, the other has a few academic skills but has several employability skills, it is likely that the second candidate will get the job as they will be a better fit for the team.

Soft Skills and Hard Skills
Soft skills are a combination of people skills, communication skills, social skills, emotional intelligence etc. and this is shown through how we present ourselves when interacting with people. When you look at soft skills you need to think about how you communicate with people (How do you ensure that employees are going to do what is asked of them?, Do you listen to your teams concerns?). Having the ability to lead a team requires solving personal and interpersonal conflict in a workplace. 
“Even in highly technical fields like medicine and engineering, these soft skills (known in these fields as professional skills) are prized. Professional skills in this context have been defined as having the following dimensions: cognitive, technical, integrative, contextual, relationship, affective/moral, and habits of mind”. (According to Epstein and Hundert, 2002).
Hard skills are skills that require specific knowledge or abilities to complete a task. These skills are mainly seen in technical roles e.g. computer programming, website development, accounting etc. but also applies to speaking and learning a foreign language.  
“Even in highly technical fields like medicine and engineering, these soft skills (known in these fields as professional skills) are prized. Professional skills in this context have been defined as having the following dimensions: cognitive, technical, integrative, contextual, relationship, affective/moral, and habits of mind”. (According to Epstein and Hundert, 2002)  

My Own Skills and Analysis
This module has allowed me to learn how to paraphrase and summarise text. I have learn more about the English language when writing. I was able to identify what non-verbal and verbal forms of communications are used in a workplace. I understand the ‘Shannon Weaver model of communication’, as I now know that there are different things that can affect the way how you communicate with someone and how they communicate with you.
As a chef, good communication skills are vital when working in the kitchen to ensure that there are no injuries and that the food goes out on time. I have been in environments where there hasn’t been clear leadership, and this negatively affected the team’s performance. It is my duty to make sure that I communicate well with other team members in order to have the ability to understand what I need to do and to also give instructions.

SWOT Analysis
	Strengths
	Weaknesses 

	· Patience
· Creativity
· Progressive 
· Determination
	· Get stressed
· Time management
· Lack of focus

	Opportunities
	THREATS

	· To gain knowledge in business 
· To open my own business
· Improve my English-speaking skills

	· Quality of work
· Lack of knowledge 
· [bookmark: _gjdgxs]Underestimate my talent 


					Raynel Dors (2019)


Personal Development Plan
Main Objectives…
· Goal 1: To improve my English speaking and writing skills
· Goal 2: Make sure I complete all of my assignments
· Goal 3: To pass this course and move onto the next one

Current strengths that will help me achieve each goal…
· Goal 1: I always finish what I start
· Goal 2: I do not give up even when it seems like it will be a rough road
· Goal 3: I believe where there is a will, there is a way
Skills, Knowledge or Qualifications that I need to gain…
· Goal 1: I need to gain more English writing and speaking knowledge
· Goal 2: I need to improve my listening and speaking communication skills
· Goal 3: I need to archive higher education in business management.
	Objectives
	Action 1
	Action 2
	Action 3

	Goal 1
	 Attend every class to gain knowledge 
	Business and manage 
	Master degree

	Goal 2
	Complete all the assignments 
	Try to upgrade my shoe line 
	Try open a shoe shop

	Goal 3
	Graduate and get my CHE 
	 Graduate and get my degree 
	Graduate with master degree



Progression…
	Objectives
	What I’ve achieved so far
	Roadblocks I’ve faced
	What I need to improve 

	Goal 1
	Learn to listen and speak English
	Get stuck with my words when explaining something
	My English

	Goal 2
	Gain knowledge about running a workplace
	Time and management
	Be more organized

	Goal 3
	Managing business and marketing
	Taking action on time
	Hit my target goals .



Academic Skills
Academic skills are skills that gives someone the ability to take in information, study and recall information and this can be shown in the workplace through presentation skills, researching, reading and note taking.
“Most of the content in the OOSP is congruent with Cotterall’s (2000) statement that “language courses which aim to promote learner autonomy will incorporate means of transferring responsibility for aspects of the language learning process (such as setting goals, selecting learning strategies, and evaluating progress) from the teacher to the learner” (p. 110) . (According to cotterall’s 2000).
General Transferable 
General transferable skills are skills that can be applied across different areas of your life such as, professionally, socially and educational environments.
“The special mix of skills and knowledge which students acquire on their course .... makes them particularly employable”. (According to QAA, 2000).
Below are some examples:
Time Management
Time management is very important, because the failure to meet deadlines could result in a business losing a large amount of money and can cause a big impact in critical situations. We need to make sure we plan properly because this will help us keep track and complete tasks.
“In general, as Hellsten (2012) summarizes, the data demonstrate that a correct management of time leads to better results, being more efficient the individuals who set goals and objectives, as well as priorities; or individuals who have received training in time management, and are generally more prone to planning”. (According to Hellsten 2012)



Team working (collaborating with others)
Team working requires you to have the ability to listen and communicate well with others. A lot of soft skills are required when working as part of a team, this keeps up the team spirit and you are more likely to achieve your goal. If you can build a good relationship with your team, it makes collaboration easier. If a team have faith in each other they will likely go out of their way to help in difficult times.
“Team members must be flexible enough to adapt to cooperative working environments where goals are achieved through collaboration and social interdependence rather than individualised, competitive goals”. (According to Luca & Tarricone,. 2001)

Communication
Communication is very important in a workplace, you need to be professional when it comes to listening, speaking and understanding each other to avoid misunderstandings. In a workplace, when leading a team or business the communication skills need to be good, so employees understand what needs to be done.
As aforementioned, communication is a process of exchanging information, ideas, thoughts, feelings and emotions through speech, signals, writing, or behaviour”. (According to According to McConnell, 2003)
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a paraphrase of the following passage.

colate has always been considered an affordable little luxury, associated with r
ebrations. Therefore in 2001, revelations that the production of cocoa in Ivory Coas
child slave labour deeply shocked chocolate companies, consumers and governments alike. T
passed legislation mandating that standards be created to permit companies who could prove tl
their chocolate was produced without forced labour to label their chocolate “slave-labour free.”
chocolate industry agreed to an international protocol that would give chocolate producers f
years to limit abusive practices.
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