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My personal academic and employability skills are constantly improving throughout my life. University has helped me further hone these skills by better explaining academic and employability skills and how to develop them. In this writing we look at my personal academic and employability skills gained through personal experiences and how University has helped me to further develop these skill sets.
1.Employability skills
My personal employability skills can be best described as diamonds in the rough. I have experience in various industries and different levels of responsibility within each company. Ranging from a laborer in the London Underground to assistant administrator for Draytek which is a company that sells industrial routers. Working in different environments has given me the opportunity to analyze the different skills needed to succeed within these organizations. When I worked as an assistant administrator, I learnt how to deal with customers on the phone, write emails and even dealt with online orders and invoices. These skills are necessary for every office environment and are required to be at a high standard in order to climb the company ladder. When I worked for the London Underground, I got promoted to team leader at the age of 18. This was very difficult for me as everyone in the team was much older and had more experience than me. I had to quickly adapt to the situation and take control. One of the main issues I had to deal with was the opinion of my colleagues towards me and gaining their trust. I had to organize and split the workload between the team members and had to recognize which team member would best fit each task. I even dealt with the paperwork which was connected to these tasks and the sign in sheets which were proof that the work has been carried out. The job role in this organization put me under pressure and helped me develop my organizational skills. This was because we had to complete certain tasks within a given timeframe. If we failed to complete these tasks in the time allocated for us, we would be fined for delaying the trains. The fines started from £5000 per minute, depending on which section of the underground we worked on. The skills I learnt in the various working environments are called interchangeable skills. This means these skills can be used in more than one working environment. The interchangeable skills are highly regarded by employers and this is supported by the study done on “Employers’ perceptions of the employability skills of new graduates”. (Lowden et al. 2011 p.12).

The scoping interviews with employer and HEI organisations found that there are characteristics, skills and knowledge and intellectual capability elements that are required for specific roles. In addition, combinations of transferable skills were also deemed particularly relevant. These were: • Team working • Problem solving • Self-management • Knowledge of the business • Literacy and numeracy relevant to the post • ICT knowledge • Good interpersonal and communication skills • Ability to use own initiative but also to follow instructions • Leadership skills where necessary In addition to these skills, employers also highlighted the need for particular attitudes and outlooks including motivation, tenacity, and commitment. (Lowden et al. 2011 p.12)






In class I have learnt the meaning behind hard skills and soft skills in the workplace. Soft skills are skills which can be used in any workplace environment, whereas hard skills are specific to a given work environment. In example, working under pressure and being organised are skills which can be applied to any work environment. In contrast mechanical skills or wood working skills can only be applied in specific work environments .This class has helped me start the process of polishing my soft skills which I have acquired through my own experiences. 

2.Academic Writing
Academic writing can be very difficult for people who do not understand the rules and structures behind it. It is even more difficult if the piece of writing is not written in the writers' native language. This is due to the different set of rules and structures within each language. I can use myself as an example because I can write and speak fluently in Bulgarian and English. The sequence structure of sentences in English and sentences in Bulgarian are often the exact opposite. (Gruyter, 1998, p.108) The sentence “I liked it.” is a simple sentence in English and is structured in the following way: Personal pronoun, followed by a verb and finishing off with a pronoun. In comparison, in Bulgarian this sentence would be written in the following way: Like I. This is because the Bulgarian language usually places verbs in the beginning of the sentence. However, this sentence can also be written in the following form: “I him like” and this is due to a major difference between the two languages which is a huge barrier to English academic writing for Bulgarians. This difference is due to the male and female forms of words in the Bulgarian language. It is a common mistake for English speaking Bulgarians to say He or She before a noun because of this language structure. I have managed to overcome these differences between the two languages because of my studies in the United Kingdom from an early age. University has helped me further develop my knowledge of the English language and given me tools to improve my method of writing by teaching me about appropriate grammar, learning a wider range of vocabulary and explaining the structures of paragraphs and sentences.














2.1 Describing components of writing
Paragraphs in academic writing are usually structured by three types of sentences. Topic sentences, supporting sentences and concluding sentences. Topic sentences are written in the beginning of the paragraph to inform the reader of the topic in the paragraph. Supporting sentences are the main content of the paragraph in which the writer argues their points. Lastly, the concluding sentences summarise the paragraph and portray the conclusion of the writer.
Vocabulary is generally used to refer to the word phrases that we use in a piece of writing. This can be improved by learning new and intricate words and phrases. 
Grammar is the structure of writing sentences and the laws that guide a writer to give the information in the correct written format.
Discourse refers to the knowledge behind written paragraphs and the tone the writer demonstrates.
Clause is a combination of sentences that give a prediction which is supported by evidence.
Types of sentences
Simple Sentence has a single subject and is quite short in length
Compound Sentence have two independent subjects within the sentence with a connector in between.
Complex Sentence have one independent and one dependent subject linked together with a connector
Complex-compound Sentence have at least two independent subjects and one dependent subject with connectors in between.
Types of linkers
Addition linkers are used to add a subject to the sentence.
Result linkers are used to explain the subject in a sentence.
Reason linkers are used to support the subject in a sentence.
Opposition linkers are used to compare two subjects in a sentence.
Example linkers are used to portray a subject in a scenario.
Time linkers describe the difference in time between subjects.










Developing an academic piece of writing can be quite a daunting task. In my opinion the best way to structure an academic piece of writing is imagining it as a building. The foundation being the laws of sentence and paragraph structures. The structural integrity of the building depends on its foundations. In a similar way, the structural integrity of an academic piece of writing is dependent on the knowledge of the writer to correctly structure it from the beginning and building a good foundation for the academic writing by preparing prior to the start of writing. This can be considered as the building plans of the piece of writing. The types of sentences and linkers as the structural pillars of the academic writing. The content in the paragraphs are the building blocks used to build up the academic writing. The evidence provided can be viewed as the cement between these building blocks and finally the concluding paragraph is the roof that shelters all these materials. To have a good solid building, appropriate high-quality materials must be used in its development. The same can be said for academic writing. In order to produce a high-quality piece of academic writing appropriate sources must be used for the development of the piece of writing. 
3.Swot Analysis
Learning how to make a personal swat analysis has helped me recognise myself better. By listing my strengths, weaknesses, opportunities and threats (MindTools, 2014) on paper I was able to recognize where I could improve myself as a person and how to develop and achieve my goals. My dream is to become a professional race car driver. One of my strengths is the vast amount of contacts I have in the automotive world. Recognising this strength can help me achieve my dream by using these contacts to make even more contacts which can open routes into the racing world. Outgoing, being one of my strengths compliments the vast amounts of contacts that I possess by being more approachable and would make acquiring the appropriate contacts for further development in my dream career easier. Being adaptable has helped me in my personal and work life. It can help me in various situations and overcome obstacles which could slow down my career progress. By recognising my weaknesses, I am able to overcome them before they become threats to my personal life and career. Lacking discipline is one of my main weaknesses. This can cause many problems in my development as a person and my career development as it has already in the past. I can overcome this by motivating myself and focusing on my goals and targets. Disorganised, being one of my other weaknesses, does not help the fact that I lack discipline. Nor does it help in my current situation as I am an organizer for a non-profit organisation. I think that by disciplining myself, I can improve my organisational skills in order to prevent the development of negative future circumstances.










As I am quite young in age, I still have many opportunities that I can pursue for my career in the automotive industry. My main opportunity is developing my own personal race car. The prototypes that we have developed specifically for this car, can be outsourced and mass produced with intent of sale. This opportunity can have a snowball effect and give me even more opportunities for self-development in the given work environment. By developing my own race car, I can gain recognition in the automotive industry if I can prove the quality of the car and my skills on various racing circuits. However, a major threat to these opportunities is my health condition. Being operated three times and awaiting a fourth operation for umbilical hernias, it has made me take a huge step back in both my career and personal life. I hope that the fourth operation finally resolves this threat to my health and my lifestyle. If the forthcoming operation is not successful it will have a huge impact on my way of life and my mental stability. As I have had this condition since the age of 16, I have learned to adapt my life as best as I can to it. I recognise this threat as the most significant in my life so far and that is why it is important for me to overcome it.
In conclusion I think that throughout my life I have acquired many interchangeable skills which can help me progress further towards my goals and dreams. Academic writing helps me develop skills which I can use in my day to day life and working environment by improving my written communication. I have found that effectively writing information helps me develop my ideas and knowledge of various topics. When planning how to write down the information I strengthen my understanding of it. By learning of employability skills, it has helped me to better understand what employers and business owners look for in their employees. It is crucial for an employer to recognise the necessary skills for his employees for the business to operate smoothly and grow. I think that I am on the right path at this stage in my life and I am getting a solid foundation for my future.
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