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1. Introduction
In this essay I will think about my own employability and academic skills and try to analyse them, working out my relative strengths and weaknesses and how this module has helped and will help me to improve. Each area will begin with a formal definition, so I understand exactly what it means, and I will show an understanding of my skills in this area by using example from the lessons and from my own experiences. Finally, I will reflect on the module as a whole, and conclude by suggesting the areas where this module has helped me the most.  

2. Skills
My definition: A skill is an ability that a person has learned to do. It is an action that can be performed to achieve something where the success is based on ability and not chance or luck. This means that performing the same task again will achieve similar levels of success, because the success is down to your ability and not chance. Skills can be improved through practice, reflection and feedback, and skills can also be forgotten if not practiced on a regular basis (Cottrell, 2012; 44).
Throughout this course I want to build on the skills I have gained from my past employment and education experience. I will use the course to improve on the skills I have, as well as learn to develop them through new methods. I hope to also learn new skills to improve my employability. I know that for this there are seven important management skills I need to remember (Cottrell, 2012; 46):
i) Independence – managing my own learning and development
ii) Skills management – managing my skills, their development and learning how I can improve through reflection and feedback
iii) Learning – working out how best I learn and using this to help my knowledge grow
iv) Strategies – Creating study strategies that are personal to me and my growth and development
v) Time – Learning to organise my study time around my work
vi) Improvement – Using feedback and self-reflection to improve my skills
vii) Metacognitive skills – Reflecting on my skills for myself and how I think and learn about my skills.
My main skills are listed in my SWOT Analysis later on in this paper. 



3. Academic Skills
My definition: Academic skills are a range of skills that help you to be a better and more effective learner when studying. Cottrell (2012, 47) says there are four main areas of academic skills.
i) Basic research skills – these are skills needed for learning new information and gathering data from sources. To do this a person needs to know where to find the information, interpret it correctly, see if different sources have the same conclusions, and use numerical data as well as written data and learning how to present this to people.
ii) Thinking skills – these skills are used to understand the information you have researched. It involves making decisions about what information to use, remembering information from your research, understanding what the information means and learning how to critically think about information infront of you.
iii) Understanding academic conventions – These skills are more related to universities and how learning takes place at a higher level. Skills here are using the fundamental concepts of what I am studying, using evidence to support my argument. I also need to know how to use reliable sources.
iv) Communication skills –The skills for communication are being precise, understanding how to present an argument to my audience and using sources and referencing correctly. 
I do not have much experience of academic skills, so I know that this is an area that I will need to focus on. The first thing I have done is to try and see what skills are most relevant for my course. I made a list and discussed it with some of my classmates. After we talked about it, my list changed because they had seen things I had not. See Appendix 1.
In order to improve my academic skills, and to see my progress during this course, I will complete a learning journal. A learning journal is “essentially a vehicle for reflection” (Moon, 2006; 1), which will help me understand how I am improving my academic skills for this course. I have found that checklists and tick boxes are useful for me to track my progress and see what areas need to be improved, I will use lots of these. I will write in my learning journal each week and compare it to the lesson objectives for that week. This will allow me to measure my learning against the course timeframe, and show me what areas I need to improve on. This will also help me manage my time better, because I will know what areas to work on.




4. Employability Skills
Employability skills are skills that need to be developed to help with gaining employment, keeping your job and progressing through your chosen career. These skills are likely to be many and varied, and will relate to the job in question. This means that different jobs will need different skills. Employability skills are often broken down into hard and soft skills. In this section I will analyse my own hard and soft skills and see which areas I need to develop to further my employability skills.
My job is as a cleaner, and I used to work for an agency. When I joined I had little say over which clients and jobs I could take, because the agency would tell me where to go. Now that I have worked for the agency for a while and have met lots of the clients, I have a lot more say over which clients I work for and how my time is allocated.
4.1 Hard Skills 
Hard skills are also known as technical skills (Laker & Powell, 2011; 111), and these are specific skills that must be learned to complete a specific task. They are skills such as budgeting, mixing drinks, and cleaning. This means they are relevant to specific jobs. Because of this, it is only relevant to develop certain hard skills that are important for the type of job and employability you want. Someone looking to progress in the cleaning sector, like me, would not need to learn to mix drinks or code computers. These skills are usually easily measurable, and best learned through practical training such as in the classroom or textbooks.
Most of my hard skills for my job are related to cleaning. These include, a good level of fitness, awareness of health and safety procedures, knowledge of COSHH which is the law and symbols about hazardous substances.
Because I am not looking to change jobs, I do not need to focus on learning new hard skills yet, but it will be important for me to look at what hard skills people above me have. Managers have hard skills like rota organisation and data entry, so when I think about looking to move up I will need to consider these skills. 
4.2 Soft Skills
Soft skills are also known as interpersonal and intrapersonal skills (Laker & Powell, 2011; 111), and these are more general skills that can help in many different areas. Unlike hard skills which are teachable, soft skills are traits which make you a good employee, such as communication, etiquette, agreeability and leadership. These skills are less easily taught, and some depend upon your personality. However, modifying your behaviour in line with the soft skills you need can help you progress in your career. 


There are lots of soft skills I need for my job. These are things like communication, being punctual, time management and having a strong work ethic. I think the most important soft skill needed in my job is flexibility. I will often be asked by my clients to do jobs slightly different to cleaning, such as shopping for them or looking after their children for short periods of time. These are different to my job requirements, but it is important to keep a good relationship with the client and make they happy and make them see that I am useful in all situations. This means I have to be flexible and be ready to manage my expectations at all times. 

5. Swot Analysis and Personal Development Plan

5.1 Personal Development Plan
This personal development plan has been created at the start of the module to highlight the specific goals and targets I want to achieve. A personal development plan allows me to consider how I can achieve my goals, set targets and plans on how to achieve them and also set a date to achieve the target. Also, by creating a personal development plan and reflecting on my goals, I think I can become a more independent and reflective learner.   
	Goal/Target
	Action
	Success Criteria
	By When?

	
	
	
	

	Understand what material can be used for academic papers and how to reference
	Read relevant lectures and study power points
Read chapters from essential readings
Own research online 
	Self-assessment
Notes from lecturer on my first essay
	Before the first essay is due

	Learn how to analyse papers in a critical manner 
	Read relevant lectures and study power points
Read chapters from essential readings
Own research online
	Feedback from lecturer from my essays
	Before first essay is due
Ongoing learning process

	Write a fully structured academic report
	Read relevant lectures and study power points
Read chapters from essential readings
Discuss structure with classmates
Read and study example academic reports
	Feedback from lecturer on my essays
Peer assessment 
	Before first essay is due
Ongoing learning process

	Learn how to reflect on my work and use feedback to improve 
	Read relevant lectures and study power points
Read chapters from essential readings
Submit work for feedback and use this feedback when doing new work
	Self-assessment
Seeing if I have improved in specific areas as the course progresses, using lecturers notes on my work
	Before first essay is due
Ongoing learning process

	Learn how to take responsibility for my own learning 
	Read relevant lectures and study power points
Read chapters from essential readings
Learn what techniques can help me and use these
	Self-assessment
Be able to show evidence of my skills improving 
	Before first essay is due
Ongoing learning process

	Improve my employability skills, especially my negotiation skills 
	Read relevant lectures and study power points
Read chapters from essential readings
Practice my negotiation skills in the workplace
	Self-assessment
Be able to show evidence of my skills improving
	Before first essay is due
Ongoing learning process




Throughout my studies and my own employment, I have reflected on my personal development plan. The timeline for many of the goals has not passed, but it is important to consider my progress at this point in time. I have updated my personal development plan below, and will continue to do so beyond this assessment.
	Goal/Target
	By When?
	Completed?
	Evidence
	Additional actions to be taken?

	
	
	
	
	

	Understand what material can be used for academic papers
	Before first essay
	Yes 
	This paper
	Look at feedback on paper

	Learn how to analyse papers in a critical manner 
	Before first essay
Ongoing learning process
	Maybe
	The work in this report
	Look at feedback

	Write a fully structured academic report
	Before first essay
Ongoing learning process
	Yes
	This report
	Look at feedback, for example Appendix 2

	Learn how to reflect on my work and use feedback to improve 
	Before first essay
Ongoing learning process
	Maybe
	Feedback from teacher 
	Redo paraphrasing exercise and see if I get a better mark

	Learn how to take responsibility for my own learning 
	Before first essay
Ongoing learning process
	No
	
	Do more class exercises and ask for feedback

	Improve my employability skills, especially my negotiation skills 
	Before first essay
Ongoing learning process
	No
	
	Do more class exercises and ask for more feedback



The main thing that this personal development plan shows is that I need to take more control of my own learning, and make time to complete the course exercises. This will mean that I can get relevant feedback from my course leaders, which will help me improve. I will do this, and complete the same exercise again using the feedback that has been given to show that I can use this feedback to improve my skills. The deadline I have set myself has not yet passed for most of these skills, so it shows that I need to be more active in the future to meet these deadlines and I need to work harder and faster than I am doing at the moment. 
5.2 SWOT Analysis
A SWOT (Strengths, Weaknesses, Opportunities, Threats) analysis is a way of organising different factors that are part of the same whole and working out how they fit into the picture of a specific area to be analysed. This allows the user to conduct a reflective overview of the situation, which might show some surprises, such as a task being easier than first thought or there being lots of opportunities if a pathway is followed (Moon, 2006; 156).


I have focused my SWOT analysis on my approach to this course, because I think this will be useful in giving me the confidence to show that I do have the skills to complete the course successfully, but will also show me the areas that I need to develop, and more importantly the threats that may stop me from developing. This is the area that I believe needs the most attention, and I want to address and stop any threats that could stop my learning and development. 
SWOT analysis for this course in which I show my strengths and weaknesses in my skills for how to complete the course and the opportunities and threats to my development during the course.  

	Strengths
	Weaknesses

	
Years of experience building up the hard skills needed for my job
Communication and negotiation skills learned by working with clients and agencies 
Team work skills
Flexibility
Reliability
Personal time management 
	
Lack of academic skills
Lack of research skills
Lack of communication skills in written English
Not used to detailed feedback 
Not used to thinking critically about learning   


	Opportunities 
	Threats 

	
Develop personal skills and employability skills
Use these skills in workplace to advance 
Understand more about myself and my ways of learning new things

	
Confidence in own ability to do course
Time to allocate to course
English as a second language 



It is important to focus mainly on the threats and weaknesses, as these areas have the potential to hinder my development. My weaknesses are mainly due to lack of experience, which is a problem that can easily be addressed. By using the resources on this course and managing my time effective, I can make sure that I can build up these areas so that they are no longer a weakness. Equally, I can also address the threats too. 


Time allocation is something I can manage, although I do need to balance it carefully with my job as I need to make sure I have enough money coming in for my life. 
I am worried about my confidence, and think that in the past I have often let my lack of confidence get in the way of me doing things. In this course that might include submitting work that I think is not good enough, asking for feedback from my teachers and peers, and trying new learning techniques. Because I have identified this as a threat to my whole development, I am determined not to let it happen again. I will make sure that I use all the opportunities available to me, so I can get the most from this course. 

13. Conclusion
In conclusion, I think that this report shows I have a clear understanding of the course, and how I can approach this course in a why that will help with my skill development. In particular, my personal development plan shows that I have a measurable and achievable list of targets for my own learning. My SWOT table shows that I have identified a range of areas that can help and hinder this course, and through these reflections I know that I can become a better learner.
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Appendix 1

List of skills I thought were most important at the start of the course
1. Academic writing
2. Research and analysis 
3. Communication
4. Team building 
5. Negotiation 

List of skills I thought were most important after discussing it with my peers
1. Self-reflection
2. Understanding and using feedback
3. Meta-cognitive skills
4. Self-motivation
5. Personal accountability

This meant I needed to focus on other areas and showed that I could review and revise my learning plans with peer collaboration. My new list shows that the course is much more focus on self-development and teaching me how to learn to learn in ways that are right for me. 
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Paraphrasing Exercises

adapted from http://web.jjay.cuny.edu/~esl/paraphrasing1.htm

Which sentences are closest in meaning to the five sentences below?

1. 25% of adolescents who have one baby have a second baby within two years of the first baby's birth.
0. 25% of babies are born to mothers who are adolescents.

0. One out of four adolescent mothers has another baby before the first baby reaches his second birthday.

0. A quarter of adolescent mothers gives birth when their first born is two.
0. 25% of adolescent mothers become pregnant again when their first babies are two years old.

1. It has been reported that the richest one percent of Americans own 40% of the country's wealth.
1. The richest 1%  are 40 times as wealthy as the rest of Americans.

1. If the gap between rich and poor continues to grow at the current rate, the richest one percent will soon own 40% of the country's wealth.
1. 40% of the country's wealth is in the hands of only 1% of Americans.
1. 99% of Americans own 40% as much as the richest 1%.

1. The judge was relieved when the jury was finally ready to announce its verdict.
0. When the jury announced its verdict, the judge was relieved.
0. The judge asked the jury to arrive at a verdict.
0. The judge welcomed the prospect of an imminent verdict.
0. The jury welcomed the judge's relief.

1. Research data suggest that girls who witnessed maternal abuse may tolerate abuse as adults more than girls who did not.

0. Women who witnessed the abuse of their mother as teens are more likely to become abusive adults.

0. Women who observed the abuse of their mothers when they were young are more likely to endure abuse themselves.

0. Women who were abused as children are more likely to abuse their own children.
0. Girls who testify about maternal abuse tolerate abuse as adults more readily.

1. Martha thinks that the issue of adolescent problems is important to write about.
0. Martha thinks that adolescents like to write about their problems.
0. Martha feels that writing about adolescent problems is worthwhile.
0. Martha believes that the dream of most adolescents is to write something important.
0. Martha thinks that adolescents can write about their problems.

Write your own paraphrase for the following sentences:

1. A local newspaper claims that 75% of all homeless people do not like homeless shelters and prefer to live as they do now.


A local journal report that 75% of the homeless prefer to live on the street instead homeless shelter.

Too similar to original text
_______________________________________________________________________________________

1. Ronny told his aunt that a bear had attacked him, which she found difficult to believe.

 Ronny’s aunt did not accept  that the bear attacked him.
Please review


______________________________________________________________________________________

1. Anyone who has ever driven through the Mojave Desert knows that one should always carry a supply of extra water.


 Everyone who have been in Mojave Desert knows that need a lot of water
Too close to the original. Please review steps to a paraphrasing
______________________________________________________________________________________


1. Of the 138 million acres of land that Native Americans owned in 1887, 90 million acres were taken away by whites by 1932.


In 1887 Native Americans owned 138 million acres, but in 1932 they lost 90 million by whites.
Do you think the meaning is the same? 

1. A woman who was nominated by the president to head the department was quickly approved by the board of trustees.
______________________________________________________________________________________

The board trustees have accepted the woman who has been suggested for Head of Department.
You may want to include something to mean ‘was quickly approved’ … otherwise fine.
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[bookmark: page2]Paraphrase the following sentences from student paragraphs to avoid plagiarism.

1. However, college students today are the first groups of students to need the Internet for most of their schoolwork.

________________________________________________________________________
The current generation of student is the first group who need Internet for their  schoolwork.

Please change word order
________________________________________________________________________

1. Chinese speculators are able to realize profits from this buy-and-sell practice as property prices are currently on the upswing.

________________________________________________________________________
As property prices growth up, Chinese speculators are using the opportunity to make a profit.
what are they making the profit from? Remember keep the same meaning____________________________________________________________________

1. Researchers have found a strong association between computer and Internet use in adolescents and engagement in multiple-riskbehaviors (MRB), including illicit drug use, drunkenness and unprotected sex.

________________________________________________________________________

Analysis are showing that the association between computer and Internet use, have put adolescents and engagement in Multiply risk behavior, drug use, drunkenness and unprotected sex.
Review too similar

______________________________

1. Drug resistance remains a major problem in combating HIV infection, but a different approach to drug development could be the answer.

________________________________________________________________________
A new approach drug resistance, could help to find a cure for HIV infection.
Please review and consider what does ‘drug resistance’ mean?_____________________________________________________________________

1. North China's Shanxi Province, the country's largest coal supplier and most polluted region, has the dubious distinction of having 16 cities on the list. Neither Beijing nor Shanghai appear on the list .The report found that only 22.94 percent of sewage was treated adequately in the cities surveyed and less than 20 percent of household garbage met with proper handling. It said 178 cities examined had not built any sewage treatment facilities and 130 cities had not been equipped with garbage disposal plants.

________________________________________________________________________
The report is saying that North China's Shanxi Province has dubious distinction of having 16 cities on the list. It says that only 22,9
________________________________________________________________________
% of the sewage was treated adequately in the cities surveyed and less than 20% of household garbage met with proper
________________________________________________________________________
handling. In 178 cities had not build any sewage treatment facilities and 130 cities have not garbage disposal plants.
________________________________________________________________________

Please re-read the original text and follow the advised steps to paraphrasing.
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