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1 Introduction  
  

The purpose of this report is to examine academic and employability skills and how 

important and relevant they are to me. I will do this by a swot analysis and by 

developing a personal plan. I will aim to highlight the importance of those and their 



role in daily life. This essay will begin by discussing skills, and their importance, and 

how academic skills are necessary for a student.  

  

2   What is a skill?  
                                                                                                                   

   A skill is the ability to do something well. Skills are usually obtained through    

training or experience. The skills we possess make us different from each other, 

benefiting each of us in different ways in our career. As Peter and Gomez (2019) 

said “Skills are important for the economic growth of the nation and help improve 

workforce readiness, productivity and social integration and solve problems such as 

unemployment.”  Those do not depend on our social status but can be influenced by 

this.                   

  

3 Employability skills  
  

  Employability skills are the group of skills which make you the best candidate for 

your job. Everyone need them to be hired. Also, employability incorporates not 

simply having the aptitudes but the capacity to impart and show those abilities to 

employers. (Hillage and Pollard, 1998). Alongside a decent specialized 

understanding and subject information, managers frequently layout a lot of aptitudes 

that they need from a representative. Employability relies upon information, aptitudes 

and frame of mind, how you utilize those advantages, and how you present them to 

bosses. In the ordinary day-to-day existence, having the skills to complete things is 

completed faster, better, saving in this way time and simplification of life without 

relying on others.   

  

3.1  Hard Skills  
   

Hard skills are teachable abilities or skill sets that are easily measurable. According 

to Sumihar et al. 2017, those skills are specialized skills in fields related to explicit 

employment, for example, construction, presentation and financing.  Moreover, these 



skills get better through practice. Unlike soft skills, we can easily demonstrate them, 

while the others are a bit difficult. We also acquire hard skills through courses, 

degrees, showing us the skills and knowledge in the respective field.  

3.2 Soft Skills  
  

   “Soft skills are a combination of interpersonal and social skills” Marques (2013). 

There are several types of soft skills that each person should have, also are the most 

common skills used in all jobs.  

3.2.1 Communication Skills  
   

Communication is the most important thing. According to MTD Training & Ventus 

Publishing Aps 2010 “Communication is the art and process of creating and sharing 

ideas”. Communication is the most complex ability that a person can have, whether it 

is verbal or non-verbal. Communications means much more than talking, it is also 

important to listening the others. Even if they are part of our personality, no one was 

born with a vast language or an excellent manner (body language). These involve 

time and research. At the workplace we need to communicate so that we can 

understand each other. For example, we had to do a group presentation, and by our 

way of communicating our ideas we had to make ourselves understood and capture 

the attention of the audience.  

The ability to understand and give instructions is part of the communication branch 

as well. This can refer to the leader or even to the work team itself. If we take the 

leader's perspective, he should be very specific with the instructions, be polite 

instead of yelling at others with superiority and give employees the opportunity to ask 

questions. On the other side, as a member of a team, he must have an active 

listening, not only to hear, he also took notes, and before starting any task to make a 

checklist. He must also be able to ask questions and be polite to others.  

  

 

 



3.2.2 Working with a team   
  

 Working in teams can be both helpful and testing simultaneously. Sharing work can 

be not exactly perfect if the colleagues do not function together. Teams that function 

together can significantly expand work environment efficiency and make a 

progressively organization culture. When people work in teams, the chances of 

prospering and reaching goals are greater than an employee who works alone. The 

number of ideas and opinions is higher, and things are viewed from different 

perspectives. They are willing to take risks to reach the goal of the team. The work 

presented at the presentation we did was made easier by sharing each one's ideas, 

but also by distributing the work we saved time, which is a good thing.  

3.2.3 Time management  
  

Time management involves productive work, and managers in each industry are 

looking for staff who can use their accessible time at work. Increasing income and 

saving money can also be favoured by saving time, using it for good. This ability can 

be divided into two parts. The first being punctuality. No boss will agree that his 

employees are late for work, or late for business meetings, risking losing clients, they 

mean an extra income to the company. The second is the use of time in an efficient 

way, which refers to the way we use time based on our priorities. As Heuer T. et. al. 

(2016) said “It’s hard to manage time when you aren't cognizant of how you're 

actually spending your time. Many people significantly under or over-estimate how 

long a specific task actually takes.” Based on their words, the priorities should be at 

the top of the list every time, and we do not accept anything to interrupt us from the 

things we do, because that can stop us from working to achieve our goals.  

  

  

  

  

  

  



4 SWOT analysis  
  

To identify the skills I have and those that I need, I used a SWOT analysis which 

focus on capitalizing on strengths and opportunities to overcome weaknesses and 

threats. at the same time, to be successful in everyday life, we must use our talents 

and abilities that we best handle at the highest level. Also, we will have less 

problems if we are aware of the weaknesses we have , also we will  know how to do 

it in such a way that we do not highlight them in the work we are doing. 

Fundamentally, doing a SWOT examination implies that we need to keep up and 

improve the qualities that you have, we need to crush the shortcomings, make the 

most of the chances, and not be scared by the dangers. It is tied in with setting 

needs and making the viable move to help improve our present state.  

  

For example, in my situation I had to identify what my goals are first, and after I could 

ask myself “what are my strengths?” and “what am I good at?”, so that can help me 

to achieve my goals. Also, it is important to identify my weaknesses, how I can 

improve them. After that I had to identify my opportunities which can help as well to 

achieve the goals too. When those are done, the next section is the “threats”, here I 

had to think about things what I am worried about, and to take advantage of the 

benefits. Going through this process helped me to identify the things that worried me 

and needed to be improved, to reach my goal, and I also realized where I need to 

focus my attention the most.  

  

  

  

  

  



 
  

Transferable skills are created from many points of view and can be used in a variety 

of circumstances, throughout the range of works. These can incorporate skills, for 

example, the ability to share, work in groups and compose others. There are many 

different skills, which can be moved from one circumstance to the next. Many of 

these we discover or even improve during our studies. As Smith (2002) suggests  

“Remember that it is impossible to complete college without acquiring transferable 

skills.” As a student I can say the in-class exercises has an important role in helping 

student to develop their academic skills and to make them to understand better their 

importance.   

  

  

  

  

5 . Academic Skills - general transfe rable   

• Find a good job 

• Increase Education 

• Open my own business 
Opportunities 

• Location of a new job 

• Competitors with superior skills and  
experience Threats 

• Creative person 
• Hardworking 
• Good in decision making 
• Being punctual 
• Competitive 

Strengths 

• Bad at public speaking, specially when talking to new   
people 
• Too sensitive in certain situation 

• Can appear shy in front of a large group 
Weaknesses 



6.Research and Note-taking  
  

As an academic skill, we can count that too. For example, when we take notes we 

can read with more understanding and at the same time we save time. And when we 

must write an essay, report, no matter what it is, we will not stress, because we know 

how to start it with or what we can write in it. Research help us to make an idea from 

different multiple books or sources, which will help us in many ways.   

  

7.Academic writing  
  

It is very important to read and write at the academic level because we can argue in 

detail about the topic that is required. Every time we enrich our vocabulary, giving us 

an adequate language in different situations. If we manage to develop these skills, 

we will make our work easier, using the right words in any case. So, in order to have 

good results, we need to know how to write at the academic level, this helping and 

making us look at things and ideas from different angles.  

8.Referencing and avoiding plagiarism  
  

Another skill a student should have is to know how to reference their work. By doing 

this we avoid plagiarism and falling the exams. Plagiarism being “The practice of 

taking someone else’s work or ideas and passing them off as one’s own” according 

to Natarajan (2015). By referencing we allow the reader to know from what sources 

we have been inspired.  Whether we use someone else's idea or work or just copy it, 

we need to give references. Even when we think we will pass exams if we copy 

someone else's work done very well, without giving references and we boast that it is 

ours, doing this we fool ourselves but at the same time we risk exam failure.  

  

  

9.Paraphrasing and summarising  
  



Paraphrasing involves more than just changing a few words in the text. It is not 

enough to replace them only with synonyms, we must keep the idea of the text, 

whether we shorten the sentence, or the words are changed from nouns to verbs or 

vice versa. These again proving that it is necessary to give references of the text, 

from where is the idea taken to show us its knowledge. As with paraphrasing, when 

we do summarise the same idea must be kept, except that here you must keep in 

mind that everything must be brief, but also followed by quotes.   

10.Comunicating and Presenting information  
  

From the first months of university we realize the importance of communication and 

its types. It is not enough to put into words the words that come to mind, we must put 

ideas in order that they can be understood by our audience or even by the reader. 

also, the body language has a close connection with the communication and 

presentation of the information, here the visual contact with the respective person but 

the movements we make must coincide with what we say. For example, if someone 

asks us about something and we confirm it, but at the same time, we shake our head 

as if we didn't know about it. In this way the person will be confused and will not 

know what to understand. That is why the way we present information is very 

important. The information must be clear on the subject, because we do not want to 

bore the audience with useless ideas or that they already know.  

11. The Future: Personal Development Plan (PDP)  
  

Based on the swot analysis I did, I was able to develop the idea, and setting a 

deadline for each of my goals, and that will give me a visible target to reach, as well 

as making sure I'm on the right track in what I want to do, so I put all together , I 

created a Personal Development Plan (PDP).  

       

   

  



What are 

the most 

important 

goals for 

me?  

 1st goal 

which 

need to 

happen  

When do I 

want to 

achieve it?  

 What skills do I 

need have to 

achieve this?  

What  

resources do I 

need?  

What stage 

am I now?  

  
Finish the 

university 

and go 

further  

1.to take 
the exams  
(pass them)  
2.Apply for 
another  
profile at  

university   

  

All those 

must 

happen in 

the next 2-3 

years, 

depends on 

how long 

the next 

course will 

be  

First, I must be 
punctual and 
attend the 
classes  
-active listening  

-research for 

more 

information on 

future academic 

years, at all 

modules   

-founding 
courses  
-and to try to   

  

-working on 
my 
assessment  
for the 1st 

course, term  

1.  

   
Open my 
own 
home- 
business  

-follow 
some  
courses for 
a 
manicurist, 
where I  
can learn 

more about 

what I 

want to do.  

  
  

Until 2025  

   
-  the tactics of 

the profession 

as a manicurist 

taking some 

courses -

patient  

-Save money 
For materials 
and courses - 
to pay rent 
for another 
room where I 
will hold 
materials and 
furniture for 
the respective 
job  
  

- I did 1st 

course until 

now, as a 

beginner 

manicurist -

working on 

saving 

money for 

materials I 

need to do 

this job  

  

12.Conclusion  
  

In summary, this report describes employability and academic skills and the SWOT 

analysis identifies my strengths and weaknesses and shows how I can improve my 

weaknesses. The PDP looks at my future plans and the skills I need to achieve 

them.  
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