
1 
 

 

 

 

 

 

 

 

Report: 

Analysis of my own 

Employability and 

Academic skills. 

 

 
Author: Noemi Baglieri – 1916148 

Module: Academic and Employability Skills – BMSW4001 

Lecturer: Timothy Hopkins 

University of Wales - Trinity Saint David 

 

 



2 
 

Contents 
Executive Summary ............................................................................................................................................. 3 

1. My understanding of Employability skills ........................................................................................................ 3 

1.2 Communication ......................................................................................................................................... 3 

1.3 Teamwork .................................................................................................................................................. 3 

1.4 Self-management ...................................................................................................................................... 3 

1.5 Positive attitude ........................................................................................................................................ 4 

1.6 Problem-solving ......................................................................................................................................... 4 

1.7 Reliability ................................................................................................................................................... 4 

1.8 Technology ................................................................................................................................................ 4 

2. My understanding of Academic Skills .............................................................................................................. 4 

2.1 Note Taking ................................................................................................................................................ 4 

2.2 Paraphrasing .............................................................................................................................................. 4 

2.3 Summarising .............................................................................................................................................. 5 

2.4 Referencing ................................................................................................................................................ 5 

3. Methodology ................................................................................................................................................... 5 

4. Results ............................................................................................................................................................. 5 

4.1 SWOT Analysis ........................................................................................................................................... 5 

5. Discussion ........................................................................................................................................................ 6 

5.1 Strengths.................................................................................................................................................... 6 

5.2 Weaknesses ............................................................................................................................................... 6 

5.3 Opportunities ............................................................................................................................................ 6 

5.4 Threats ....................................................................................................................................................... 6 

6. Conclusion & Recommendation ...................................................................................................................... 7 

References ........................................................................................................................................................... 7 

Appendix: In-class Exercises / Homework during Term 1 ................................................................................... 8 

 

 



3 
 

Executive Summary 
This report aims to outline what employability and academic skills are, which ones I possess, and how they 

are relevant to my current employment. Using SWOT analysis, I will explain which areas I am proficient in, 

and the areas in workplace, and how they affect someone’s performance and productivity at work. 

 

1. My understanding of Employability skills 

Employability skills, also known as soft skills or foundational skills, are the basis of what makes someone 

appealing to employ. They help to improve a person’s work performance, by giving them the best platform 

from which to conduct their work. These skills can come naturally to some (such as communication and 

problem solving), and others are developed over time, and through experience, such as expertise, 

knowledge, and mindset. They help a worker to minimize errors, encourage good relationships and 

collaboration with colleagues, and overall improve performance. A list with extremely valued employability 

skills, follows:  

1.2 Communication 
Communication can come in three forms, verbal, para-verbal and non-verbal.  

Verbal communication is the act of speaking directly to someone. This can either be face to face, or over the 

telephone-video call. Para-verbal communication refers to how we use pitch, tone, and pace of our voices. 

Non-Verbal communication is any form which does not involve speaking. This can include web chat, SMS, 

email, etc. Effective communication is essential in every job and is possibly the most important employment 

skill. It is what allows us to express ourselves, and get our opinions understood. Without it, workers would 

be unable to speak to their customers, or their management, so any problems would go unsolved. There are 

five main elements to communication: The sender, the receiver, the message, the medium (platform), and 

feedback (response). Good communication helps a company to flow better and minimises mistakes and 

misunderstandings. 

1.3 Teamwork 
Teamwork is the ability to work with others on a shared project, or with a common goal. It is another of the 

most important skills you can have in the eyes of an employer. If you can work well in a team, then you can 

generally work well with all kinds of people, and this is vital for an employer, as they may require sudden 

group projects, and someone who can’t get along with others would cause issues. In order to have good 

team work, an employee must be willing to not only work with others, but also take responsibility for any 

work they have completed as part of the group, and not afraid to contribute equally to any tasks being 

attempted. 

1.4 Self-management 
Self-Management is the ability to ensure tasks are carried out at a satisfactory level with minimal 

supervision. It is a highly sought-after skill, as it means that superiors can trust you to perform well without 

having to be checked on constantly and frees up time for others to complete separate tasks. It is also likely 

to lead to having less productivity issues, as staff are more able to overcome issues themselves, without a 

supervisor. 
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1.5 Positive attitude 
Having a positive attitude is vital for most jobs in which someone works with others. Unlike teamwork, it 

does not directly impact your ability to work with other people on a joint goal but effects the overall feeling 

in a workplace. If someone has a negative attitude, it can rub on others, and lead to low morale, and 

therefore lower motivation. A positive attitude promotes an overall sense of positivity, and can help to pull 

up co-workers, and raise moral, which can in turn increase productivity. 

 

1.6 Problem-solving 
Problem solving is the ability to identify key issues, and what may happen if they are not fixed. It is also 
about having a good understanding of potential problems and being able to formulate effective solutions to 
them. If the problem is complicated, someone with good problem solving would be able to divide it in to 
small parts, that are much easier to comprehend, and manage. Problem solving is the kind of skill that can 
really set someone apart from other candidates, because it helps an employer to ensure high productivity, 
through lack of down time, and helps achieve goals more effectively.  

1.7 Reliability 
Reliability can be expressed through a range of means, including time keeping (making sure you are not late 

for work/meetings, and complete tasks punctually), responsiveness (replying to emails/SMS/phone calls 

promptly), and consistency of work level. It is equitable to trust. If you are more reliable, then your employer 

is more likely to trust you. This means that you will be given more important jobs/tasks and be put under 

less supervision. It can also be a good way to gain promotion, as it shows that you can be depended upon for 

important issues. 

1.8 Technology 
Having a good grasp of modern technologies is a vital skill in the modern world. Almost all companies now 

use technology, and many of those that do, rely on it to operate effectively. By having good technological 

skill, someone can help an employer stay ahead of competition by ensuring the latest technology is 

implemented correctly, to bring down costs, improve sales, and minimise errors.  

2. My understanding of Academic Skills 
Academic skills are what students use to help them learn, and take in new information, as well as retaining 

information. These skills include Note Taking, Paraphrasing, Summarising, and Referencing. These skills are 

important as they allow someone to learn more efficiently and can help to lower stress and anxiety in a 

learning environment. This is very helpful not only for students, but also for those in work, as it helps to 

maintain moral, and mental health. 

2.1 Note Taking 
Note taking may sound self-explanatory, however it is not just simply writing notes. It is the ability to write 

quickly, and concisely, as to not miss any information. Instead of writing what is being said/shown word for 

word, someone with good note taking skills can pick out the most useful information, and keep their notes 

short, to avoid getting left behind.  

2.2 Paraphrasing 
Paraphrasing is the act of taking information from a source and changing it to be presented in your own 

words. Unlike copying, it requires some thought as to avoid plagiarism. It also shows that you have a good 

understanding of the point being made, for in order to alter it, you first must understand what it is saying. 
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2.3 Summarising 
Summarising is similar to paraphrasing, in that it is taking information and changing the format or wording, 

however when summarising, the objective is to take the information and condense it into less or more 

concise wording, so that it can be taken in more easily. 

2.4 Referencing 
Referencing simply means to acknowledge (reference) where you got your information from. It is an 

essential academic skill, as it is the best tool with which to prevent plagiarism. 

3. Methodology 
To write this report, I first conducted research into what Employability Skills are, and why they are 

important. This involved finding out what Employers find most desirable. I did this throughout the term, 

both in and out of class through note taking and external research. I have looked at recruitment websites to 

find advice on which skills are considered most important by employers, what they mean, and how they 

manifest in the workplace. I have also carried out a SWOT Analysis on myself, to see which skills I possess, 

and to what extent. In class, I completed a paraphrasing exercise (see Appendix), in which I attempted to 

correctly select a correct paraphrased sentence, and also create some paraphrased sentences of my own. 

4. Results 
Below I have developed a SWOT analysis of my personal employment skills. This is a great way to easily 

outline what areas you are good at, and which need improving. Spending time thinking about these areas 

can often help when it comes to self-improvement.  

4.1 SWOT Analysis 

 
Created by the Author 
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5. Discussion 

5.1 Strengths 
I feel as though there are several areas of employment in which I excel. I have also been proud of my 

reliability, as I am never late for work, and always complete tasks in a satisfactory and timely manner. As a 

follow on, and resulting from, my reliability, I am very good at self-managing. My supervisors rarely have to 

focus on me and know that I can be left to finish a task without regular checks. This is due, in turn, to my 

ability to problem solve. I can think of solutions to problems without the help of others, any issues that arise 

while undertaking a task, are quickly overcome. I also have a good grasp of almost all modern technologies, 

and as a result, it takes me very little time to learn any new systems which are implemented. I always look at 

the positives and keep upbeat while working. This allows me to help my co-workers motivated and helps 

keep moral high. 

 

5.2 Weaknesses  
By conducting my SWOT analysis, I was able to see that I have a few areas in which I could improve. In my 

job at Tesco, it is vitally important to have good communication. Being face to face with customers every day 

means that if I am not clear in what I say, or if I do not understand them correctly, mistakes can be made, 

and false information spread. While I feel my written communication skills are quite good, speaking is still a 

slight issue for me. I sometimes find it difficult to get my point across, and I feel as though this stems from 

my introverted and shy nature. This also impacts my teamworking, as I struggle to have myself heard while 

working with loud or confident people. The fact that I like to ensure all tasks I undertake are performed to 

the highest standard is also a factor when it comes to my difficulty working in a team. Often I find that 

people are satisfied by the bare minimum outcome, and this does not fit with my personality. As a result of 

not trusting others work ethic, I find it difficult to delegate. As I do not believe that they will complete tasks 

to the standard I demand from myself, I will often just attempt it myself, which leads to being overworked, 

as I attempt too many things. 

 

5.3 Opportunities 
I am currently studying a university course which is focused on Workplace/Employment Skills. This is 

allowing me to develop the skills I currently have further, and to gain or improve the skills I do not currently 

possess. I really feel this is helping me in my career, as recently I have found myself being given more 

responsibilities at work, such as closing and shift running. These are great opportunities for me to further 

myself as an employee, and help me to overcome any weaknesses I may have, 

 

5.4 Threats 
There are three areas that are standing in the way of my improvement. It is difficult for me to improve my 

confidence as I am a naturally shy and introverted person. This means I find it difficult to make myself heard, 

and get my point across, as I am quite quiet, and in a busy work environment, often I am not heard. This can 

lead to me becoming overworked as I struggle to ask for assistance if I need it, which is not helped by my 

lack of trust in others to complete tasks satisfactorily. 

My main barrier for self-improvement, I feel, is my lack of qualifications. The main reason I am completing 

my degree in workplace skills is to improve myself as an employee, so I can be a more effective worker, 

however there is a secondary reason, that of qualification. Employers see qualifications as a sign that 

someone can work hard and complete a long-term project, so getting this degree will aid me in finding 

better future employment.  
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6. Conclusion & Recommendation 
The best way to improve my communication skills is to raise my confidence, by trying to communicate as 

much as possible. This will allow me to have more self-belief, so I will be better able to convey my message, 

by having belief that others will agree. Some ways I could do this are to talk to more people, either at work 

or at social gatherings, or to communicate more online, either through social media, or voice communication 

services. 

Improving teamwork will be difficult, however it is possible by forcing myself to trust others. If I work in 

more groups, I can pass on my desire to complete all tasks well, and if that happens, then working with 

others will become less difficult. 

To conclude, there are several areas in which I could improve some of my employability skills. My 

communication and teamwork skills are perhaps the areas which could most do with improvement. 

Delegation is something that will improve as teamwork does. There are also many areas in which I am doing 

well, such as Attitude, Self-managing, Problem solving, and Technology. This is encouraging as it shows I am 

on the right path to be an all-round good employee. 
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Appendix: In-class Exercises / Homework during Term 1 

 
Time management exercise 

 
Eisenhower table 
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Paraphrasing exercises – p.1 
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Paraphrasing exercises – p.2 
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Paraphrasing exercises – p.3 
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Paraphrasing exercises – p. 4 
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Writing exercise 

 

 


