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                            Academic and Employability Skills

[bookmark: _Toc39269956]INTRODUCTION

I am writing this assignment to discuss about skills, Employability and Academic. I will be defining skills and elaborate why are they needed in a place of work and in an academic environment. Consequently, I will be giving examples, and theories about several types of skills. My aim is to demonstrate my skills acquired academically and in employment through module, in class activities and workplace challenges. I will give practical explanation of my Growing knowledge and understanding. However, I will talk about my own achievement by creating a swot analysis and a personal development plan.  As a result, I will be making a conclusion of my success and challenges.
[bookmark: _Toc39269957]1.EMPLOYABILITY SKILLS

Before all else, we understand that a skill is the means to thoroughly do a task, predominantly if you have practiced it. (Cambridge University press, 2020). We will be exploring Hard skills – technical skills, which are measurable abilities such as writing, the ability to use the computer, degrees. Soft skills and the transferable skills needed – these skills we develop in the workplace and through academic. These include skills such as: Communication, Time management, Team working. (Indeed,2020).               
[bookmark: _Toc39269958]1.1 Communication

Based on my understanding and knowledge, acquired in the module effective team and communication at the workplace, communication is a vital in order to understand what is required and give instructions. Communication is creating understanding, and it is important that we communicate effectively to avoid potential misunderstanding; Similarly, by practicing good communication skills (Baker,2013). Firstly, we need to understand the types of communication, rather verbal and non-verbal. Meanwhile, at work it is paramount that we communicate effectively in order to develop dialogs, employee empowerment and management tasks as it helps to define policies. For example: employees handbook, employee of the month, rapport building. It is safe to say in my opinion, that employers use the Shannon-Weavers theory and the Berlo theory as learnt in class, as the employer ask for feedback (any questions). And they also take in consideration the communication skills and culture of others. (Wandberg, 2000).
[bookmark: _Toc39269959]1.2 Time Management

[bookmark: _Hlk39172677]The emphasis here, is to be able to manage and organize my planning by dividing my time into specific activities, whilst maximizing productivity. The aim is to help me execute, short-term and long-term goals. Consequently, time management is paramount at the workplace, it enables me to be organized, achieve set targets, helps me to increase and enhance my development opportunities and reduce anxiety. Nevertheless, it can be difficult to eradicate unnecessary task if I do not know what I am working towards – at the moment, at work relating to this pandemic, some of us are asked to work from home, but are very unsure of the tasks; therefore I can be difficult to create a time management grid as effective as the Eisenhower Method. In default of achieving these, it is a likelihood to experience high levels of anxiety, overdue deadlines, delays in achieving promotion, patchy work results.
[bookmark: _Toc39269960]1.2.1Time Management: The Eisenhower Method   
     
According to Eisenhower method, this grid is meant to guide me whilst I evaluate the tasks to be completed into categories based upon their urgency versus their importance. After considering all the benefits of time management, I aim to use my time effectively and wisely, by setting challenging but yet achievable goals.                                                                                               
Important/urgent – these are usually activities that needs attention imminently.
Important/not urgent – these are activities that I need to prioritize.
Not important /urgent – these activities that needs to be minimized as they are urgent but not important.
Not important/non urgent – these activities are totally against time managing and should be ignored/eliminated.









Time Management:  The Eisenhower Method
Name: Vanessa Liverpool
	
	URGENT
	NOT URGENT

	
I
M
P
O
R
T
A
N
T
	· Assignment deadlines
· Mortgage
· M.O.T
· Doctors appointment
· Parents evening meetings
· Emails 
· Phones calls (School, work, university)
· Road tax
· Avoid procrastination 

	· Exercising 
· Family time
· University research
· Weekly shopping list
· Reading 
· Children extra -curricular activities
· Financial budget/saving plan
· Attending university
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	· Helping parents with food shopping 
· Phone calls
· WhatsApp messages
· Emails
· Regular meeting with work during covid1-19
· Ineffective tasks


	· Social Media
·  Television (Netflix)
· candy crush
· Online shopping
· Meeting with friends for a meal/drink




“What is important is seldom urgent and what is urgent is seldom important” - Dwight Eisenhower                                                                                       




[bookmark: _Hlk38648138][bookmark: _Toc39269961]1.3 Team Working 

 Team working is defined as a collaborative effort of a group to achieve a task (Kozlowski, Bell 2003).The ability to only work as an individual is not sufficient in these day and age, at work more than ever, management leaders need staff to work collectively in order to advance and enhance the company growth and development. At the moment, in this pandemic it has been really difficult, as we are all having to adapt through virtual team working, in some case companies have had to shut down as they are unable to progress as individuals, as a result, team members are having to self-isolate. It is very important then, that managerial team use their leadership and problem - solving skills, so that we all can go through this transition as smoothly as possible.
1.3.1 [bookmark: _Toc39269962]S.w.o.t Analysis

· Strengths 
I have good academic skills, I am able to write reports with academic words, and elaborate with great analytic thinking. In our group presentation, I was able to do my research and present my work according to the assignment brief. 
I am also able to manage my time with the help of Eisenhower method, learnt in the module and explored in this assignment Based on organised schedule a forward planning. I am able to submit all my assignments on time. I have managed to communicate effectively at work and academically though Microsoft team, using digital technology and also using platforms like emails effectively and not carelessly.  I have also learnt how communicate through active listening and verbal and non-verbal way of communicating. 

· Weaknesses
Whilst I am able to write a report, I still struggle with summarising skills, at times I have to google ways to end a or conclude a report.
I am weak at referencing however, I use the Harvard referencing tools to practice and enhance and develop my skills.
Presentation, is one of my weaknesses, although, I have managed to submit my digital skills presentation, I am still no satisfied with my results., however I have learnt quite a lot, my knowledge with power point has broadened. 

· Opportunities
Digital skills, great opportunity for me, I have discovered quite a lot relating to computers. I have found this skill to be  brilliant in my future ventures, as a business owner I really needed to understand advanced technology, this module has helped me to use the skills acquired, it has also helped me to create my s.w.o.t  analysis grid. This is something I was unable to achieve at the beginning of this course; with these skills, I am more employable.
Research, when I first started this course my research was very patchy, now I am able to research properly, I read a lot more and this will also give me an opportunity to develop my business to keep up with the market. Managing enterprise module, is great opportunity for my company, I had made quite a few mistakes starting my business, I am now able to create an appropriate business plan and new job prospects.
· Treats
Paraphrasing and plagiarism are two vital components writing a report, I think these are my greatest fear. I need to practise and read more about those.


	               STRENGTHS
· Academic Skills
· Time Management 
· Report Writing 
· Communication
· Technology 
   

	                WEAKNESSES                                                                   
· Summarising 
· Referencing 
· Presentation

	            OPPORTUNITIES   
· Digital Skills
· Research 
· Managing Enterprise


	                     THREATS
· Paraphrasing 
· Plagiarism





   

2. [bookmark: _Toc39269963]ACADEMIC SKILLS

Similarly, academic skills are skills that are developed and made for study, such as academic writing, analytic thinking, referencing, digital skills and time management. According Wikipedia, they are critical to success in school, and considered to be essential for acquiring good grades. (Wikipedia,2009).
[bookmark: _Toc39269964]2.1 Communication

As a result, communication is a vital skill to acquire academically. In my opinion it is almost impossible to study or have a lecture if we do not communicate. For example: using the internet, Moodle, pictured sign in the classrooms indicating prohibited behaviors (no eating, smoking, using the mobile phones). Active listening – this happens when we focus on the content given by our lecturer to receive knowledge. Or communicating via emails, virtual connection during this pandemic.
[bookmark: _Toc39269965]2.2 Time management 

Evidently, time management is paramount academically in my opinion, as I have four modules, three assignments to submit all with the same deadline. Therefore, I would need to be organized around my busy schedule and prioritize, by dividing my time with work, studies and family commitments which at times can be really difficult. Similarly, by overcoming procrastination, dismissing distraction, goal setting (s-smart, m-measurable, a-achievable, r- realistic, t-time), creating a time-table( to do lists-daily/weekly), strategic thinking, remain focus on my tasks, review. 
[bookmark: _Toc39269966]2.3 Team working 

In addition, team working is also needed for groups presentation and classroom activities whilst developing and growing in class. This helps, to enhance the skills of everyone regardless of their strength or weaknesses academically. In one of our modules we had to create groups of five and work as a team. It was great, however, what was challenging about this was, we had to use our digital skills, consequently, I have grown quite a lot in this aspect, compared to how I started. I can now say I have some digitals and team working skills.
[bookmark: _Toc39269967]2.4 Plagiarism 

According to Oxford University, plagiarism is presenting someone else`s work or ideas as your own, with or without consent, by incorporating it into your work without full acknowledgement (Oxford,2020). Before considering plagiarism, it is important to understand in my opinion, do we not want to be recognized for our own efforts? However, it can be difficult to bring up our own ideas, but practicing good academic skills, by using citation and referencing sources should enhance these skills. For this reason, it is also important to paraphrase by including the ideas form the original source by rephrasing them in your own words. Consequently, we should do so by using synonyms, changing the structure and words in the sentence. Once this is achieved it important to summarize our work, it allows you to redraw a short clear description that demonstrates the main ideas of the passage. 
2.5 [bookmark: _Toc39269968] Personal development plan

Briefly, looking at my Eisenhower method and my SWOT analysis I am aiming towards a productive future plan. Consequently, actively work on my short-term and long-term goals, leading towards a project manager development job (Graduate Prospects,2020). Therefore, I have explored recruitment agencies to find out the skills needed for this job. There is also, however, a further point to be considered such as, in this grid below. 
	
	Column 1
	Column 2
	Column 3 
	Column 4
	Column 5
	Column 6
	Column 7

	Project Manager Develop ment
	
SKILL

	 
CURRENT PROFICIENCY
	  
TARGET PROFICIENCY 
	
DEVELOPMENT OPPORTUNITY
	
CRITERIA FOR JUDGING SUCESS
	
TIME SCALE
	
EVIDENCE

	PRIORITY 1
	Excellent communication skills
	I am confident 
	There is room for betterment 
	Listening skills more reading
	Achieving a distinction in ETW 
	end of the academic year
	level 5

	PRIORITY 2
	Planning skills
	I am just about learning 
	Planning with a check list/calendar
	Break down plans into what is urgent/ important
	Watch more planning videos
	During this academic year
	Constant swot analysis

	PRIORITY 3
	Time management
	I am confident
	Leader who is able to delegate
	Maximizing productivity
	Meeting deadlines
	End of term one
	Eisenhower Method review




3. [bookmark: _Toc39269969]CONCLUSION
 
Finally, employability and academic skills, are ultimately fundamental skills to develop. Although, there are numerous skills needed in employment and academic, I have discovered, in my opinion, that communication, time management, and team working are very important skills to obtain, in order to embark a career path or job development. Nevertheless, while you also need those in academic, I found that having a voice of your own, through academic writing, referencing skills, critical analysis, is even more rewarding as I got to know myself on a deeper depth, I found that with the swot analysis and the personal development plan there is so much more to achieve. Seemingly, I hope that my definition, knowledge and examples gave you a understanding on employability and academic skills.
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