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1. INTRODUCTION
Academic and Employability skills in this day and age is the introduction to details, what is obtained in an establishments or required skills needed to set up any business or if one requires to work for someone. Such skills needed are either soft silks which we can obtain either by learning, by experience or taking lessons be it by short courses or certification in colleges. Skills like SWOT analysis and a PDP (personal development plan) which gives an indebt knowledge and understanding to daily routine or running of a successful organisation. And hard Skills you obtain from studying at the university for a degree.

2. SKILLS  -  Skills as defined by Merriam – Webster is the ability to use our knowledge effectively and readily in execution or performance. It can also be at doing something, either from practice or natural ability that requires training or practice; an act or craft the basic skills of reading and writing. Skills is something you acquire, i.e. ability to do by learning, hearing, signs, by touching or feeling. It can also be an ability to do something well or perfectly.


2.1.  Employability skills -  This is the ability to enhance your academic, personal and professional development to meet the requirement and changing needs of employers, the economy and society for instance, your skills, you would need to have work or training  ability and specialist knowledge, in your attitude ,your thought, feelings and behaviour is essential which represent your state of mind, while your attributes could be an inherent quality or your strength. Your personal activities could be a positive attribute like your academic studies, work experience, extra cuticular activities, or could be a volunteering work. We can conclude by saying that employability can be a shorthand expression of different complex skills, attitudes and attributes.
We may also look at Employability skills in other areas of mindsets, knowing your career path and enjoy working with people from different works of life, things like – management skills in case you come across eventualities, at your place of work without stress. 



2.2.   Hard Skills.  These skills are generally learnt through Schools training or work experience,  Employer can easily measure you by your education, previous experience and certifications. Few examples of hard skills are using a cash register, lesson planning, Teaching, and using specialized tools.  What your text book says is what you get as degree.


2.3.  SOFT SKILLS DESCRITION – They are skills that you tent to use in your day to day life, eg communication, to be a team player, ability to be approachable, friendly is key. Educational background and qualification also a Vital tool, but much more what transferable skills you have. Such skills could be developed by taking short courses, education institute or college for certification and more of practical work.
These skills are used in everyday situation and are transferable skills which are not specific to a particular Job i.e working with a team, managing your time, problem solving (Monica.Cueva)
Finally the benefits of soft skills is that it help you create a strong impression about yourself, make you a valuable employee/partner and also help you break your own barriers in communication and more confident which help overcome failure.






2.3.1. COMMUNICATION – This can be referred to in soft skill
the ability to transfer knowledge or skills to one another, it is two way process of conveying information,
Ideas, feelings or opinion to two or more persons, which is Verbal and Nonverbal, writing or speaking. It is imperative to know the areas where your strength lies and work to improve, the other side which needs improvement.

2.3.2.  The ability to understand and give instructions – This can be referred to as leadership, and team work, an ability to give  instructions ,that are easily, comprehendible the ability to socialize well with others, in building a positive relationship, these are personal characteristics that allows us to relate to others building strong working relationship thus making one a good leader or team head. Furthermore the ability to understand instructions can make you a good and effective player, and the task of efficient delivery makes one an outstanding communicator,

2.3.3.  Working with a team – Is the ability for one listen work together to know what your goals are keeping them together without allowing one to overshadow the other.The ability to be assertive, be open to others suggestions, be honest yet respectful always accept responsibility for your action. Make your team feel appreciated by genuinely care for them treat them the way you would love to be treated, create a personal conversation, see them more than just people to complete a task. Practice being a mentor to your staff, give them guidance to advance their carrier. (BRIAN TRACY @ Brian Tracy)



2.3.4.   TIME MANAGEMENT – Also goodtime management allows you to accomplish more in a shorter period of time, which leads to more free time, which allow you take advantage of hearing opportunities it lowers your stress and helps you focus more, and create more carer success. One  of the most effective skills you can have in life is powerful and effective time management. If you are not managing your time well, there is no way you can reach your goals at work or outside of it. If you would make any progress, taking your time seriously is important, the truth is that, time is the greatest equalizer in life.

2.3.5.  CONCLUSION – Having gone through all of this and having in depth understanding of the Soft Skill interweaving and how independent  and important to have all skills from being able to communicate as an individual both Verbally and Nonverbally or at a work place be it as a leader giving instructions and ability to be a team player, necessary skills acquired as a result of learning , exposure and experiences, how your taking or making decisions can grow or improve the work place which is very vital that all skills should be acquired. Being a team leader having the right approach and ability to understand and give instructions to workers to deliver issues when confronted 
with one, the right time with the right mindset which brings in the issue of the time management skills. Having Soft Skill is important, they are transferable and at the same time could be developed by taking short courses at colleges.




CONCLUSION – Having gone through all of this and having an in depth understanding of the skills interweaving and how all skills are necessary from communication to soft skill and Hard skills. As the team leader having the right approach and ability to understand, been able to give  instructions to worker, treat issues when necessary and confronted with one, having the right time and the right mindset well equipped and focused making and achieving so much in evitable.



3.      SWOT ANALYSIS INTRODUCTION – This is a strategic part of business which stands for strength, Weakness, Opportunities and Threats, which can also be divided into two categories i.e. internal factor and external factors.

        3.1.   SWOT DIAGRAMM
               
	STRENGTH


· Well Motivated
· Coffee Shop with great customer care experience
· Ability to work under pressure
	WEAKNESSES


· It is difficult for me to maintain and employ the services of different ethnic workers because I do not have enough clients
· I have not narrowed down on regular clients and focus on the

	OPPORTUNITIES


· Trained to bake different pastries and cakes
· Got certifications and attended workshops
· Had opportunities to embrace different cultural stiles in producing food and services
	THREATS


· There is a possibility of losing some minority client if I cannot narrow down on time
· Inability to use modern technology to take orders online and deliver might reduce client












4.	PERSONAL DEVELOPMENT PLAN (PDP)

	

What are My Big Goals?
	
What Goals May Happen First?
	

When do I want to achieve it?
	
What Obstacles Might Get in The Way?
	How Can I Improve My chances of Meeting My Goal?
	

Where Can I Go For Support?
	


Review How I’m Doing at The Moment

	




Getting a University Degree
	1. Get My HNC (Higher National Cent) 
2. Apply for 2nd year at the University of London
3. Find Finance
4. Attend Courses
5. Plan Exams
	

I would like to have found a course and how to fund it until 2021
	

Lack of motivation, focus, knowledge, work experience, and continuous funding
	

Research how to choose the right course(s) and funding.

Also how to manage the challenges that follows
	1. Do findings/ research
2. Read Books
3. Seek Academic Advisor
4. Apply skills from previous work experiences
	I am on the right route in university studying to get the first level
(HNC level.4)

	



Starting My Own Mobile Food Truck Business
	1. Research how much is needed
2. Get a part time job and start to save
3. Set a saving scheme to meet target
	




By 2023
	The possibility of not getting a regular job to save enough money
	1. Focus on Studies
2. Be sure to work and save regularly
3. Encourage yourself in a fix to deposit for saving
	1. Bank Advisors on Business
2. Research on my kind of business
3. Online Search
4. Contact similar owners
	· I have started the degree already
· Doing Research on previous Business Owners
· Trying to save money
· Also getting gov. requirement
· On the  right path, staying highly motivated and enthusiastic.





5.  RESEARCH AND NOTE – TAKING
This is an effective way to improve knowledge creativity and making sure all your tasks get done. Always take note or make a journal of goals and be result oriented, make it a point to take up one task at a time and be focussed to finish no matter what, In note taking , useful records of important points is essential in order to refer back without losing focus. Completing assignment allow or assist ideas to flow and help plan and organise work better from the beginning to the end. Physically write things down or take notes also helps organise things which allows information to flow easily in the brain.





6.   REFERENCING AND AVOIDANCE OF PLAGIARISM,
   - (SKILLS) htts://www.merriam-webster.com/dictionary/skill
    - (Employability skills) https://www.studenthub.bolton.ac.uk
     - Hard skills (https://www.gofleamfree.org/subjects/work/cc
· https://www.play.geogle.com/store/apps/details?id=com.apl.app.ecluzonin.
· 
· https://www.DOL.GOV/ODEP/leadership
·  
· https://www.johnwhitehead.ca Team Leading
      -     Team leading https://www.wda.gov.sg/ipm.wsq
      -     Time Management  https://www.enter preneur.com
      -     Time Management role (BRIAN TRACY)
      -     https://www.cuthercrappodcast.com.
  
        


7.     PARAPHRASING AND SUMMARISING – 
In this contest, before you can Paraphrase you must be able to summarise  Paraphrase means to rewrite a sentence or what you have read using your own words which shows your range, and that you understood what you read , Summarise on the other hand is a clear sentence to someone who has not read or watched or heard an original of a source whatever you are summarising.

[image: ]
[image: ]





8.      CONCLUSSION – In closing, aim of these whole report is to carry the reader along expressing all I have learnt and put together for any business to succeed and excel in any business and also all necessary skills required from Hard skills to soft skill, communication just to mention few, all this I have put to use in my working experience and still intend to acquire the hard skill by the end of my degree when I eventually finish this course, altogether its been an immense opportunity, exposure and wonderful awareness.


9.	RECOMMENDATION – I will adhere anyone taking this course to be focused, motivated attend classes regularly be conscious of your goals and don’t ever be discouraged be ready to face difficult challenges because it will work at the end.
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