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[bookmark: _Toc24405849]Introduction:
[bookmark: _Toc24405783][bookmark: _Toc24405850]A skill defines the capability to achieve a duty along with strong-minded consequences often in a specified amount of time, resources, energy, or else all. Skills might often be classified into skills in domain-specific and domain-general. Employability Skills might be described as the convenient skills required by a person to create them 'employable'. In conjunction with good technological understanding in addition to subject facts, employers frequently summarize a set of skills with the intention of their preference from a member of staff of the organisation. Some important employability skills are Problem-solving, Adaptability, Oral communication, Resource management, Collaboration, Organizational skills etc. Soft skills mean the personality traits; personal attributes, inborn social cues, and communication capabilities essential for accomplishment on the occupation. Soft skills mainly characterize depending the way interaction ways of individuals in his or else her associations with others.Hard skills mean the set of that is necessitated for a task. They may include the proficiency necessary for a person to effectively do the work. They are basically job-specific as well as in general programmed in job rearrangements and job descriptions and hard skills can be required in the course of formal education as well as training programs such as college, short-range training classes, certification programs, online courses, as well as by on-the-job training.
[bookmark: _Toc24405851]Employability Skills:
Soft skills define as a term which is used by company employers for referring to the additional intangible as well as non-technical capabilities that are required from candidates. Soft skills are familiar as transferable skills or else professional skills. As this phrase implies, these are skills which are seemed as less specialized or else less rooted in detailed vocations, as well as more aligned along with the all-purpose disposition in addition to the personality of a job candidate.Soft skills often relate to one own attitude and intuitions (Hill and Egan, 2012).
[bookmark: _GoBack]The most important soft skills are communication skills which include mainly the skills of listening, writing and speaking. Employers prefer people whom may accurately understand what other people are saying along with organizing and expressing their judgment clearly. Teamwork is essential in these days’ work surroundings as a lot of jobs may involve running in one or else more groups. Every employer of an organisation wants a punctual employee in the workplace. They prefer that every employee must do their work with proper time management system in the organisation (Employability skills for the future, 2014).
In the working stage, the importance of soft skills are numerous First of all, communication cannot regarding as multiple syllables or else rousing speeches. The ability for proper communicators can assist people to adjust the tone as well as style according to the preferences of the audiences, comprehend in addition to act proficiently on instructions, as well as explain multifaceted issues to my mates in the educational institutions, colleagues and customers alike(Graham, 2016). Communication plays also a significant role in the leadership of my team in the academic and professional life because concerning as a leader, one must be capable of delegate clearly as well as comprehensibly. Communication skill of mine can assist me to hold a generally positive attitude in addition to outlook, the aptitude to correspond effectively with others, and the ability for equally self-motivating in addition to motivating others. Communication skill often helps me to understand others viewpoints and I can properly give instructions to my teammates to do works properly and accomplish our shared goals properly.
Working with a team assists often to have the ability of problem-solving. When people work with a team, it always helps them to enhance the skill to be acquainted with who might help them to reach a clarification, and show them the ways how they might do it along with a great advantage (Trezzini, Lambe and Al-Hawamdeh, 2014). Working in a team always supports me to gain the ability to complete work accurately under pressure as well as manage time properly. Besides the skills of negotiation and conflict resolutions can be obtained from working in the team as both are dependent on skills of strong interpersonally as well as the ability for establishing a relationship along with colleagues and clients in a similar way (West, West and Howard, 2015).
Time managementmeans the working ability to do tasks under pressure, and within fixed deadlines (Williams and Reid, 2011).When I need to manage my time in effective manners by prioritising tasks as well as organise them in my academic diaries, at the time of adopting an approach which may allow me to acquire on new assignments and deadlines for me and my team.
[bookmark: _Toc24405852]Personal SWOT analysis: Personal SWOT analysis assist toidentify the goal and recognize any own opportunities that may permit to attain the goal, and can improve self-awareness and perceive oneself in the track through monitoring.
Here, personal SWOT analysis is narrated in brief in beneath-
	
STRENGTHS

I. Ipossess good communications capability.

II. I haveself-assurance with mylearning skills.

III. I can manage time accurately.

IV. I can work creatively.

V. I can work on my own, in a team or groups.

VI. I have the worthy organisational capability.

VII. I have the virtuousdetermination and inspiration skills.

	
WEAKNESSES

I. I am not quite wellin ICT related skill.

II. Don’t have the practice to work under pressure.

III. Havenot possessed business awarenessrelated understanding.

IV. Having problem to take my note and searching forinformationinstantly.





	
OPPORTUNITIES
I. I am an intenseapprentice.

II. I mayattainknowledge in academic and organisational skills for upcoming career progress by working with seniors in the academic centres and attend numerous career-oriented seminars.

III. I will obtain experience in E-Learning possessions in future.
IV. Leadership skill will be gained by myself.

V. I will improvement concessions and encouragementabilities more.

VI. I will increase problem-solving skills.

VII. I will be improving more individualprogress assistances through attending various training programs.

	
THREATS

I. The insecurity of personal life matters of harmonizing home, education and career.

II. Falling behindhand on my projects sometimes.
















[bookmark: _Toc24405853]Personal Development Action Plan & Justifications:
Personal means an attractive quality to employers by representing that one is desperate to learn as well as progress, one may probable to be viewed as enthusiastic as well as willing to obtain on latest challenges(Rouse, 2010).
For me, Personal development defines with reference to the evaluation of one own performance as well as recognising my personal strengths and weaknesses and may take me to improve in addition to study new skills which point towards superior self-awareness.

	
OBJECTIVE

	
TIME
	
ACTIVITIES
	
RESOURCES
	
SUCCESS CRITERIA

	
To gain business responsiveness
	
By week 15.
	
Read the business-related article and hear experience.
	
Look articles and professional network
	
Obtaining up to date knowledge in business awareness 
.

	
To improve on my ICT skills.
	
By week 5
	
Attending the workshop.
	
Use digital devices. computers, laptops, tablets 
	
Gaining digital skills knowledge 


	
To prosper working under pressure, 
	
By week 7.
	
To do an assignment in a fixed period.
	
Training session


	
Being successful in handling the pressure
.




	
 To handle personal and professional life in a balanced manner
	
January2020
	
Learning experience from successful people and practice these.
	
Attending seminars
	
Able to balance a career.





	
Improving my skill in organisation
	
July 2020.
	
To attend the class module all the time to gain knowledge in academic and 
	
To attain a business session.
	
Gaining knowledge of career development.    



[bookmark: _Toc24405854]Academic skills:
Academic skill are approaches which are required to applyfor learningand these skills may assist in the examination, doing research works, in team works and this might include communication ability, time management as well as motivational techniques.
General Transferable:
Time management: Time management means the procedure of planning as well as exercising aware manage of time used up on definite activities, particularly to amplify effectiveness, competence, and productivity (Williams and Reid, 2011). Time Management impacts a lot on the performance and accomplishments of Students' Academic sectors.I need a flexible environment and freedomto be good at time management,especially when I am not concerned in time management abilities.
Teamwork:Teamwork means the mutual attempt of an assembly to attain a common objective or else to comprehensive an assignment in the mainly effective as well as efficient way.In the academic sector, teamwork may create more chances for significant thinking as well as can assist in student learning as well as achievement (Trezzini, Lambe and Al-Hawamdeh,2014). My teamwork skill in college is good when due to successful cooperation with my team members in the academic place.
Communication:Communication skills define the abilities one may use at the time of giving as well as receiving diverse types of information. Several examples may comprise communicating notions, feelings or else what's an occurrence in the region of an individual. Communication skills also involve the ability to listen, observing, speaking and empathizing (Graham, 2016).Communication Skills play an important role for my academic successas it assists meto increase my ability in oral communication in addition to non-verbal cues for articulating their thoughts, show empathy to others and profitably resolve a divergence mainly in team works.




Specific Transferable:
Research and note-taking: Research mean the creative, as well as systematic work, embark on to boost the collection of knowledge, together with knowledge of individuals, culture as well as society in addition to the use of that accumulation of knowledge for devising new applications (Rouse, 2010). Most of the cases, I use research to inform action, to demonstrate a theory, as well as contribute to develop my knowledge in study. Note-taking regularly in class is a good technique of mine to keep records of what is teaching in the classrooms and using the internet and going library for educational materials to increase their pieces of knowledge.
Academic writing: Academic writing usually means the clear, brief, structured as well as reversed up through evidence. The main purpose of academic writing is to assist the reader's perceptive about academic essays, reports etc. along with the assistance of formal language and writing style (Hilton, 2016).
Referencing and plagiarism:Referencing means the method of recognizing the resources of information which one may use for the purpose of research one own’s assignments. Although I am good at proper citation and referencing in academic works, I need to learn avoiding plagiarism in my works in proper manners.
Paraphrasing and summarizing:Paraphrasing means aninterpretation of the implication of a passage in academic writings through using other forms of words and verbs while summarizing an academic passage assists a reader  to attain a reader along with a condensed as well as objectives of the key ideas and characteristics of that passage(Trezzini, Lambe and Al-Hawamdeh, 2014). I am quite good at this skill.
Communicating and presenting ideas:In academic sector, at the time of presentation any assignment before the teacher and batchmates, students must have the good skills of communication to attract people to their presentation in proper manners(Faulkner, 2010). Although I am good at presentation, I need to learnhow to makegood eye contact along with the audience.



[bookmark: _Toc24405855]Conclusion
In conclusion, it can be said that having skill is considered mandatory both in academic and professional life. Employability skills as for example communication ability always aid people to reach their targets properly, motivate their team members, provide instructions for doing works. Besides, everyone in the educational centre and professional life need to maintain time properly to have efficiency. Everyone needs to emphasize on personal developing skills to accomplish success both in personal and professional life.
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Time allocated: 1 hour/Please returé/{/our paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with you Task 1 (part of the Assignment for this module).

Ex.1 Write a paraphrase of the following passage.

Chocolate has always been considered an affordable little luxury, associated with romance and
celebrations. Therefore in 2001, revelations that the production of cocoa in Ivory Coast involved
child slave labour deeply shocked chocolate companies, consumers and governments alike. The USA
passed legislation mandating that standards be created to permit companies who could prove that
their chocolate was produced without forced labour to label their chocolate “slave-labour free.” The
chocolate industry agreed to an international protocol that would give chocolate producers four
years to limit abusive practices.
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Ex.2. Complete the blanks in such a way that the meaning of the second sentence is as close to
the original sentence as possible, using the word in brackets where given. Pay attention to
grammar and make sure what you write matches what is already given.

‘,M’(w {}WA& Som

1) There will be a few changes around in the office. (announce C/CWI ¢S

The boss CL%V}OLNMC& +that there W/()Z be a 7Z€(A/’|ntheo fice.

_
2) He doesn t write to me as frequently as | wanted.

Iwish W a o 2 wme Mre 0’/21%74 @,'

B he would / ; 15
3) We were cor: erned about her health. M BJLCVQJ
WehadsomeMi conllz 19 @L()j /()Z !
)]LL\.LQ/

4) YoyJ weren't careful, so you made so many mlstakes (had)

If nﬂﬁd A mopee CZ?Z@//M /lgoze Wol Q/ g&?ﬂ somanymlstakes

Jon  Daun /WM
5) The council cut funding s we could not provide fpee parking. f G

fi
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9) Universities place the burden of understanding plagiarism and attribution conventions LL "V"
students. i~ Q
The responsibility for v

10) 33% of adolescents who have one baby, have a second baby within two years of the first
baby's birth. (third)
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Time allocated: 1 hou%PIease retu(é your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with your Task 1 (part of the Assignment for this module).

Ex.1

Read the following text and make notes on the main ideas. You can do this on a separate piece
of paper which you do not have to hand in.

To be a great leader, you need to start by leading yourself

Most people go into top positions with good intentions, but those often crumble due to the demands — and
perks — of the job. If you want to succeed, devote some time and energy to self-leadership, says consultant
Lars Sudmann. Being a leader is a little like being a parent; beforehand, we have all these rosy visions of how
we're goin'g/ﬁvdo it, how incredible we’re going to be, and how we’'ll sidestep the mistakes that we see other
people make. But when it’s our turn to assume the role, we find that reality doesn’t match our expectations
or imaginations. Sudmann, for example, believed that he would ace his first leadership role. Then, he held
his first major staff meeting, an employee asked a question about the company’s email signature, and the
proceedings — and his command of them — completely fell apart.

After some months, Sudmann realized he was fighting against certain entrenched factors that keep all leaders
from improving. Like many in the working world, leaders have too much to do and not enough time to do it;
they don’t clearly think through their priorities and strategies; and being in a position of power causes them
to assume that the people beneath them will take care of a lot of problems.

Sudmann found a potential solution to these “classic leadership problems” in Marcus Aurelius, the Roman
emperor and Stoic philosopher. Rather than spending his time trying to learn to rally and guide others,
Marcus Aurelius focused a surprising amount of his energy on mastering self-leadership. Sudmann has found
this orientation tremendously helpful. Below he breaks down three actions that go into self-leadership.

First of all, you need to be aware of your shortcomings; leaders need to know all of their biases, predilections
and weaknesses. Another idea is to take 5- 10 minutes every day to think about the challenges you've recently
handled and the ones you’ll soon face. While Marcus Aurelius was fond of reflecting in the evening, Sudmann
likes doing this over morning coffee. Questions to pose include: “How did my leadership go yesterday? How
would the leader I'd like to be have faced the challenges | faced? What about my challenges today? What
could | do differently?” Write down your thoughts so you can refer back to them and learn from them.

Also, regulate your feelings; no matter how much preparation and reflection you put in, there will be
employees, colleagues, clients and associates who anger, frustrate or annoy you. That's where the practice
of “reframing” comes in; stopping and asking yourself ... on a scale from 1 to 10, how important is this issue
right now? Then, give yourself a moment to think: “How would the leader | aspire to be handle this situation?”
The answer will come to you.
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Ex.2

Re-read the text ‘To be a great leader, you need to start by leading yourself’ on the previous page.
Summarise main ideas from the text in your own words. Wjfite about 175 words.

; )
L uu aze deter miviated /o S oeoall
Ae Ve you> Lo ffs 70 Be G Leadbr
Red OF; 19 @dptidd wwafch 2xz H/zsr
ViSipy e  Fudmorte Fa, o A5 L=sr .
ke 09 ¢ eegolez . LoQARBS oAb el _A2L 2260 5o
mm/ r»(’em ozllegt gy Slhoy Lol ele
ol €25 wou befd Fa e cazd] ©F 177020
//ﬂﬂ/é/z'mf So2  Llogn He Ceénziieo Ly
Maz2c 48 plicelias Ffo [ure of Sivue &
C1229Y So cbeireloh LS ol 5@ Vi
oo dl?5 g PS . Ao FLLOw L Vg Fo
elte2 ;4% 4S5 Cway o6& Flllee ﬂZ/ /7
62077‘ plpmimeg his own 2 Lwe |
(hb///wa{ Liesdlef Zime 7o _qmall5e  chall
Jeriid o - -

, Hokimeg %S, d md v n
ZeQUur2eS pPuizay SR O ywopaae )9
Oy Sedl/mg s Gy o %2 L2 Sel0L e
a@/{éﬁﬁﬂ’n Oloota Zo G4/ Cc ¢ Berfes

ﬂ)m \“V*L m, ()/UAU/{ Qs /L/\/wvue,cé}

Lecturer’s comments: -
W,

. , Ao | e
TRl oot PO T o~
{ rME b I [ JE 2 4
t

Lecturer’s signatlre:

=
V \ ) Date: 1

Ve
7 VT
\

2|Page





