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Introduction
Each child has a right to formal education in this country (Human Rights Act 1998) and from the very first day of learning at an academic setting they are inadvertently working towards Academic and Employability skills. Basic academic skills are reading, writing, spellings and mathematic which are useful in our daily lives.  The purpose of this report is to demonstrate the different types of Academic and Employability skills.  This report will also show a SWOT analysis, and a personal development plan (PDP). We will look at Academic writing, paraphrasing, summarising, referencing and how to avoid plagiarism.
What is a skill?
The Collins dictionary states that a skill is a special ability or expertise (Collins, 2016). A skill is the ability to do something well (Oxford, 2005). Special skills are needed to perform specific jobs in our society. To become a member of certain organisations or to obtain a professional job it is essential to have special abilities or expertise. There are different types of skills such as employability skills which are also known as transferable skills; Adaptive skills are coping skills that help us to develop good attitudes and there are also interpersonal skills which are pivotal to the way we conduct ourselves. Academic skills are skills you developed through learning. Job-related skills are special skills acquired to perform a specific job (ACE, wk1). Employers seek to employ people with academic and employability skills that will add value and enhance their organisation.
What are Employability Skills?
Employability skills are personal qualities understanding, knowledge, ability, personal attributes that makes an individual more employable. (www.qs.com). These are the skills and abilities that are needed to be employed for paid work (https://dictionary). Employability Skills can be defined as the transferable skills. These skills include team-working, time management, organising and planning, presentation, critical analysis, research, writing, reflective and creative thinking. (ACE, wk1). To improve your chances of employment, employability practises should be utilised in an interview setting for example arriving to the interview on time, also planning by doing background research about the company (Hayward J, Cummings B, Hughes G, 2019). A study by the wall street journal states that 9 out of 10 employers believed that employability skills are just as important as technical skills or more important (Uwtsd and Marion, 2019). 
Soft skills are useful throughout all industries; this includes emotional intelligence where people have natural abilities to interact with others. Hard skills are industry specific based on technical knowledge which is learned through training. Soft and hard skills when combined will complement each other and become a very attractive deal for employers (Jackson).  The danger of employing someone for their hard skills alone may sometimes allow for the wrong person to be employed. 
Transferable or soft skills can be classified as communication. Communications is the ability to understand and give information. Verbal communication is speaking person to person. Non-verbal communication can be interpreted as body language. Para verbal is oral behaviour (Morgan P, pp250). Written communication is a letter, an email, a memo or a report. 
Academic Skills 
Academic skills or study skills are strategies designed to achieve a long term goal or a life time aim. Basic academic skills are reading, writing, spellings and mathematic which are useful in our daily lives (www.theclassroom). However we also needs advanced academic skills to become more successful at a higher level of education for example, university level. Academic skills are time management, oral communication, written communication, research abilities, critical thinking, problem solving, reading proficiency and critical analysis. In order to achieve academic success it is important to keep a positive attitude is needed towards study or work. By developing good academic skills and learning strategies you will be more motivated and will achieve your goals effortlessly (www.students). In addition to these organisational and interpersonal skills are very essential to the develop effective academic skills(www.reference).
General transferable

Time management is learning to manage your ability to use time well, good time management is very important in our daily lives. A perfect example in my job is getting to work on time which is vital because we use a shift system which means we need to be there on time so that the other person we are taking over from will be able to finish their shift on time. It is very essential to practise time management and understand how to use time wisely in case changes need to be made in behaviour pattern (Morgan P, pp55). In order to be good at time management practising, prioritising and goal setting should be clear in order to achieve the set goal (Morgan P, pp56). Prioritising is deciding which tasks are most important or which is less important and undertaking the most important tasks first. To understand what the most important task is, the goal has to be first known (Morgan P, pp58). Planning and scheduling are good time management skills, this helps to limit catastrophe because things were plan in advanced. One tool that is very important to use in time management is a diary which could be either paper or electronic. It can be used for setting goals, prioritising, planning and scheduling appointments or business meetings and also for personal purposes (Morgan P, pp 62). 
According to Morgan (2017), team working is a team of two or more people working together in partnership to achieve the same goal. In team working everyone needs to be equally committed to get the task done on time. Good time management is an important factor in team working because there should be a set time for the task to complete. A designated team leader must be appointed for team working to be effective and to achieve the goals. In universities group assignments are often used to develop your skills and ability to prepare you for employment by working with others as a team (Morgan P, pp 205). When working as a team planning and scheduling are very good skills to practise. Prioritising and delegating should be implemented as well. If all these skills are used in team working, then the task should be completed, and the goal accomplished by the appointed time.      
Morgan (2017), states that communication can be verbal, non-verbal; it can also be about listening and written skills. Verbal communication is speaking this can be face to face but it is usually a two ways interaction. Non-verbal communication is more what we do and not what we say, so body language etc. Para verbal communication is any type of oral behaviour that enforces the meaning of the message that should to be sent. Written communication can be language or the tone that is used when writing a letter or sending an email. 
Swot Analysis
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Specific  

Research and note taking is the gathering of relevant information via means of the internet or library to find sources. Research is the gathering and analysing of information about specific subject topics. Dhann (2001), states that note taking should generally be organised, time saving and have a purpose. Rowntree (1976, quoted in Dhann, 2001, p.122) believes that note taking is very important and that writing down information to be used at a later time re-enforces memory and referring back to it again as learning is undertaken, will help to increase attention span. Arranging notes into topics that are simple and well referenced should make it much easier to understand. When doing research or taking notes the main points of information should be written or recorded. In the process of doing research note taking it is very important because the information collected will need to be reused in the research (Nordquist R, 2019). Listening and writing skills are useful for note taking as writing down helps the brain to remember what was heard also paraphrasing enhances the learning process  because writing in your own words makes it easy to understand and remember (1982, cited in Dhann, 2001, p.122). 
Academic writing is a research based on a particular topic, supported by evidence and showing where the evidence is retrieved from (ACE, wk2, 2019). An academic essay is defined as a formal piece of written english that addresses a particular topic and produces, through reading and research, a response which indicates to the marker that the student fully understands the question (www.learningsuport.utas.edu.ac.) An academic essay consists of a question that gives an answer that raises an argument about the topic and is expected to voice thoughts about the topic and supports with evidence (ACE, wk2, 2019). To write an effective essay a lot of reading and brainstorming on the topic needs to take place to give evidence to support the argument (ACE, wk2, 2019). Research and note taking, planning and correct referencing are valuable skills to have to avoid plagiarism. 
One way of avoiding plagiarism is by always giving proper references. Plagiarism is copying the language of the source and not making a reference. In other word it is taking someone else’s work or idea and pretending that it is your own (oxford 2005). Paraphrasing is also a good way to avoid plagiarism.

Paraphrasing is taking someone else’s idea and rewriting it in your own words. Oxford (2005) meaning is to express the meaning of something using different words. When paraphrasing, the meaning needs to remain the same even though the words and structure have changed. There are three techniques that can be used when paraphrasing that give the same meaning such as a synonym. A synonym is a word or phrase that means the same as another word or phrase in the same language (oxford, 2005). Paraphrasing by changing word class is changing a noun to a verb or an adjective to a noun. Changing the word order may also take place in paraphrasing along with any other necessary changes but the most important thing is to include the reference to show that is someone else’s work (ACE, wk4, 2019). To demonstrate this, a number of in-class exercises have taken place on this topic, Appendices A,  Paraphrasing (Oct 2019).  
A summary is brief statement of the main points of something; not including unnecessary details (oxford, 2005). A summary must be shorter than the original text and should be about 1/3 of the original text. To report the work or idea of a other person we summarise it by writing in our own language. When summarising the key points should be identified also taking notes and organising them in a systemic order and connecting the concept in a few words (ACE, wk8, 2019). Appendices 2:  
Personal Development Plan

	What are my development objectives


	What activities I need to undertake to achieve my objectives
	What support/resources do I need to achieve my objectives


	Target dates for achieving my objectives
	Actual date of achieving my objectives

	Complete my decree course


	Attend lectures

Completing research/assignments

Reviewing my notes

Advance reading


	Time management

Setting goals

Access to technology – laptop internet etc.


	Ongoing
	August 2021

	Complete my Certificate in Higher Education (CHE)
	Attend lectures

Completing research/assignments

Planning/scheduling my time more effectively
	Study buddy

Utilise my tutor

Library resources
	Summer 2020
	

	To become more confidant in my learning
	Practice my writing skills

Revise in class exercises

Plan more study time

Do more reading
	Looking at feedback from my lecturers 

Acquire more learning materials

Get more support from family
	February 2020 – Ongoing
	

	To apply what I have already learned in CHE course
	Making a detailed plan of what I need to achieve

Setting realistic goals with a time frame

Join a study group


	Keeping a study diary

Getting class notes uploaded to an electronic form
	February 2020 – Ongoing
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Conclusion

Every individual has a skill, we all need skills to get on with our day to day lives. It was expressed in this report the importance of employability and academic skills. How acquiring these transferable skills, time management, team working and communication gives a better opportunity of getting into the Job market. Employers seek to employ people with academic and employability skills that will add value and enhance their organisation. Soft and hard skills when combined will complement each other and become a very attractive deal for employers (Kat J).
However, the disadvantages of employers focusing on hard skills alone mean that the wrong person could be employed. Academic skills and employability skills are strategies designed so that the maximum long term goal or a life time aim can be achieved by any individual. 
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Appendices 

A, In-class exercise 1: Paraphrasing
B, In-class exercise 2: Summarising




THREATS


Lack of finance


Competition


Lack of work


Not skilled with some software packages


Failure 











OPPORTUNITIES


Education Uni


Employment


Networking


Business


Financial 








WEAKNESSES


Time management


Staying focus


Distraction


Procrastination


Putting off work











STRENGTHS


Want to learn


Professionalism


Communication


Confident at public speaking


Adaptable
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