


	



ACADEMIC AND EMPLOYABILITY SKILLS (BMSW 4001_ LON)
by Tsvetelina Viktoria Tsvetanova
Student ID: 1907859
Assignment 1




Academic and Employability Skills 
Lloyd Beharry
University of Wales Trinity Saint Davis
London
2/1/2020




Table of Contents

A. Introduction                                                                                                    3
B. Employability skills analysis                                                                          4
C. Personal Skills Analysis                                                                                 6
D. Conclusion                                                                                                      8
E. References                                                                                                     10
F. Appendices                                                                                                    12                                                                                              







		

	
Introduction
The purpose of this report is to focus and analyze personal academic and employability skills. As a general definition provided by the Cambridge Dictionary a skill is “an ability to do an activity or job well, especially because you have practiced it” (Dictionary, 2019). Moreover, employers almost always tend to prefer workers who have already been trained and have the appropriate skills needed for the workplace. However, many employers hire workers and provide training for them on skills that they do not possess (Robinson, 2000). Since this report focuses on personal employability skills, we ought to define what employability skills are and also provide examples for different categories of skills. First of all, employability skills in general are those skills that are essential for the worker in order to acquire, maintain and also have a high quality performance on a job (Robinson, 2000). Employability skills are separated in three different categories and are general in nature. What this means is that they are not related to a certain job specifically, like for example the skill of cooking a steak perfectly which is a skill specifically needed in chefs. Employability skills are needed in every profession from the very low to the very high positions and are generally found in every business no matter the size. As mentioned before, employability skills are divided into three different categories which are the basic academic skills, the personal qualities and the higher- order thinking skills (Robinson, 2000). In addition, basic academic skills are very important in every profession since they include reading, writing and basic mathematical calculating. Higher- order thinking skills involve decision making and problem solving which are skills that are valued by most employers and are generally needed to achieve more in the workplace. Finally, personal qualities are those that are valued mostly by employers because individuals with personal qualities are able to set goals and follow a schedule and are also capable of working on teams effectively, taking responsibility for their actions and getting the job done (Robinson, 2000). These categories make more sense if we examine them in terms of soft skills and hard skills. More details will be discussed later but as a general definition soft skills are not skills that are acquired, meaning that they are skills that are innate to the individual and are not learned, for example communicating with others. Moreover, soft skills are skills that are closely related to one’s personal characteristics, behavior and attitudes (Robles, 2012). On the other hand, hard skills are the ones that are mentioned on the individual’s CV, meaning that they are those that are gained by training and practicing like for example typing very fast (Robles, 2012) and are also specific to the job and essential in order to complete the job successfully (Doyle, 2019). Both sets of skills are important to employers and businesses that value innovation and progress. Furthermore, it is important to note that soft skills and hard skills are both needed to advance and evolve in the workplace. In a study that was conducted, it was found that both hard and soft skills influenced technical and non-technical innovativeness respectively (Hendarman & Tjakraatmadja, 2012).  
Communication
As mentioned before, employability skills are essential when hiring an individual at any position and any organization. The next section will focus on soft skills such as communication and will provide examples on the different types and theories of communication. Through communication in general we transfer our thoughts, feelings and ideas to other person or persons with the aim of reaching some mutual understanding of those thoughts. The individual who receives our message is called the receiver and the person who communicates an idea is called a sender (Griffiths & Dunham, 2015). When the sender manages to successfully transmit his thoughts through language or any other type of communication and the receiver decodes the message, we can say that the communication has been successful (Griffiths & Dunham, 2015). Communications in general is divided in two different categories. The first category is verbal communication and the second, nonverbal communication. The most common type of communication which is verbal communication, is when the thoughts and ideas are transferred verbally but due to various meanings and inferences people make when they communicate with each other, misunderstandings might occur or different interpretations for a single message (Griffiths & Dunham, 2015). Verbal communication can be oral or written. 
On the other hand, nonverbal communication is not expressed in the same way verbal is. Nonverbal communication can be expressed for example, in terms of vocal cues, gestures or facial expressions. In many cases, the tone of the voice or the way we speak can mean different things as well as body posture for example, how we make eye contact with other people in the room or how we sit in our position can have different meanings and be interpreted differently (Griffiths & Dunham, 2015). One model that focuses on explaining the communication process in general is Berlo’s SMCR (Sender-Message-Channel-Receiver) model of communication. The model is basically explaining each component of communicating and how each component might be affected by different factors. In the case of the source for example, which is the sender, one factor that might affect the overall communication is communication skills. If the sender has good communication skills then the message will be decoded easier by the receiver (Businesstopia, 2018). Another model that is more technological in nature is the Shannon Weaver Model. In this model, the message is transmitted through a machine that is the encoder, it is then decoded by another machine and delivered to the destination which then provides feedback to the sender. In this case noise from the environment is a factor that might affect effective communication (Businesstopia, 2018). 
Another important soft skill is time management. Time management is very essential for every employer and organization. Individuals with good time management and organization skills are able to advance in their career and succeed because they manage to complete tasks on time and achieve goals that they set. Being punctual and responsible makes the employee not only a valuable asset for the organization but also allows them to have more personal free time to be creative and productive in their lives in general. In addition, a vital soft skill that should be mentioned, is the ability to work well and function within a team. Corporations value individuals who are able to work in teams and function with other members of the group due to the power that teams possess when it comes to achieving goals. Moreover, teams in businesses exist in order to accomplish tasks for the greater good both of the company and its members (Griffiths & Dunham, 2015). 
Personal Skills Analysis
Moreover, focusing on my personal employability skills, based on feedback I have received from customers and colleagues respectively, I believe that my stronger soft skill is communication. Being able to communicate with people both verbally and nonverbally has helped me evolve in the workplace and understand the needs of others more easily, including supervisors and customers. I also believe that my ability to communicate in different languages has also helped me receive positive feedback especially with customers. Having the ability to transmit a message to another person with clarity helps prevent misunderstandings thus making the process of communicating a pleasant experience. In addition, having worked for so many years and with many different kinds of people, I have also learned to communicate nonverbally with appropriate gesturing and eye contact. Communication skills have helped me grow through the years and be a more efficient and skilled employee however I do recognize that my weakest employability skill is time management and it is something that I will have to focus on improving in the future. Given that employers appreciate workers who are able to achieve goals on time and also be creative and flexible in the workplace, I need to focus more on creating and managing an effective schedule that includes work related tasks and personal tasks in order to be less stressed and more productive in my personal and professional life. 
Focusing more on academic skills, I believe that being a successful student requires some skills that are learned through studying, practicing writing and reading and also presenting and communicating with professors and classmates. Some of the most important skills that every student needs to have in order to achieve success to some degree, are summarizing, paraphrasing and referencing. First of all, referencing is the most important skill due to academic integrity reasons. Presenting someone else’s ideas and thoughts should always be done by referencing them and their work in order to avoid plagiarism and give credit to their work (Bailey, 2015). Also, summarizing and paraphrasing should be used when reading the literature and writing assignments in order to first of all, minimize the size and provide the main ideas of the source being used and also rewrite it with different words so that the content provided stays the same (Bailey, 2015). Through in-class exercises I have managed to improve my summarizing skills when reading a text by understanding and providing the main points of the text. Also, referencing is a skill that I believe I have achieved some success with. In my opinion, I use sources and reference them appropriately when needed without presenting other people’s ideas as my own. I understand the need to improve my syntax when writing in order to have a more coherent text overall that is easy to read and comprehend. Also, taking more notes during lectures I believe is going to be helpful with future assignments in order to be able to start writing earlier, while also having fewer queries surrounding the essay and the instructions.
Conclusion 
In conclusion, employability skills are a very important factor for employers and organizations in general. Both soft skills and hard skills are necessary if the individual needs to find a job but also keep it and succeed in it. However, soft skills which are not job specific, are a requirement for every employee in every profession. Such soft skills like communication are used in our everyday interactions in the workplace both in the forms of verbal and nonverbal communication. The two theories on communication that were discussed earlier follow more or less a similar model meaning that there is always a sender, a receiver and a message to be transmitted. Many factors play a role in the transmission of the message like for example good communication skills. Hence, having good skills ensures a pleasant interaction of ideas and thoughts without misunderstandings and conflicts. Other important soft skills that benefit both the employer and the employee are time management skills and also good team cooperation. Time management is especially important for keeping up with tasks and managing both personal life and work responsibilities. Being able to create a schedule and follow it can lead a successful career but also a successful academic life as well. On the other hand, teamwork occurs in every setting, from the university to the workplace and individuals must always try and be good members of the group. A good member of a group is able to listen to others and communicate, consider other people’s ideas not just their own and working for the common good in order to achieve the desired goals. Academic skills are also very important if one wants to evolve both as a student and later on as a professional especially when writing. Skills like referencing, summarizing and paraphrasing are necessary for the academic setting in order to be fair and honest when using other peoples work. Furthermore, academic integrity is important not only for university assignments, but also helps us prepare an ethical professional life with honesty and decency to the people that work with us but also customers and supervisors. Looking to the future, some points I should improve both in my academic life and my professional life are definitely time management skills in order to always be able to keep up with the goals that I set and to also be punctual and productive.
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Appendix A
PDP

	
	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?

	Section 1 – My Goals     What are my overall goals that I want to accomplish in this time period?  
 
  
 
Example: become a Student Affairs Officer; learn computer graphics
	Successfully complete the first year
Learn the basic of marketing
Learn the exact relation between business and marketing
	Graduate with a degree in business and marketing
	Find a job specifically in marketing or even get a promotion in the marketing section on my current job

	Section 2 – Skills and Knowledge to be  Learned  
 
What specifically do I need to learn? What project do I need to work on?      
 
Example: Student advising;  Banner; Dreamweaver; develop a procedures manual
	Learn the “5P” of marketing
Do research on business and marketing 
Identify their common point and why their coexistence is important
	Do marketing lectures
Learn all I need for marketing and its importance 

	Create a competitive CV 
Do cross-training on my current job

	Section 3 – Next Steps   How am I going to acquire the skills and knowledge? How am I going to do this project?      
 
Example: take Dreamweaver class; do an  informational interview; set up a project outline
	By doing internet research, conversing with professors, studying articles and other valid sources 
	By learning form university lectures and asking advise from professors and also researching big brands
	By acquiring a master’s degree and completing cross-training






	
	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?

	Section 4 – Resources   
 
What resources do I need?      Example: free time; funding
	Good time management 
Remain on current workplace
	Apply for cross training
Receive a degree in business
	Having completed cross training 
Having received a bachelors and a masters in marketing

	Section 5 -  Time Schedule    What is my time schedule?
	2019/2020
	2020/2021
	Early 2022

	When will I start?


	October 2019
	October 2020
	Summer 2021

	When do I expect to finish?
	June 2020
	Summer 2021
	Winter 2021

	
Section 6 – Completion  
  When have I completed each  step?
	□__________       Date     □__________       Date     □__________       Date



	□__________       Date     □__________       Date     □__________       Date
	□__________       Date     □__________       Date     □__________       Date




Appendix B

SWOT Analysis

	Strengths
	Weaknesses
	Opportunities
	Threats

	Good planning
Strong communication
Good marketing knowledge
	Time management 

Not very knowledgeable co workers 
	Detecting weaknesses of competition

Promotions and training 

	Increased competition

Not enough time to complete projects
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