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[bookmark: _Toc39175340]Abstract

This report is centred in analysing my academic and employability skills gathered within the first term in UWTSD. The analysis is based in a personal perspective reflecting on my skills and learning. The report is also focused on evaluating personal qualities that supported by academic learning contribute to a better understanding of the skills needed to embrace the labour market with competence. 

[bookmark: _Toc39175341]Introduction     
 
Employability can be defined as all the aptitudes gathered by an individual in order to be employable. “Essentially, employability is both a state of being employ-able and the ability or potential for creating future interactions and evolutions of employ-ability in people and workforces” (Higgs, Crisp and Letts, 2019, p.4)
In this report I will be reflecting on my personal experience in University in the first term.
This report is organized the following way: the first part will be reflecting on my academic skills acquired within the first term. The second part of the report will reflect on my employability skills and overall experience in the workplace. The third part of the report centres in my ability to carry out a SWOT analysis and my personal development plan (PDP)

[bookmark: _Toc39175342]Definition of skills 

Skills are all the competencies gathered by an individual that allow the ability to interact socially and perform tasks efficiently. These aptitudes can be acquired through literary education, social and professional experience.
When the competences are obtained, they consequently influence the individual’s behaviour regarding activities. In other words, “Skills are the abilities necessary for producing behaviour that will accomplish the objectives of a task” (Schlundt, McFall, 1985, p.23)

[bookmark: _Toc39175343]Academic skills 

Academic skills are the group of techniques passed onto students so that they are prepared to carry out well elaborated academic work. The set of those techniques help the students to have a better aptitude in the accomplishment of the tasks in order to be successful. 
[bookmark: _Toc39175344]Importance of avoiding plagiarism 

Plagiarism is the act of using somebody´s piece of work without citing it. It is important to identify and cite the sources of information used in works because it adds credibility to the work and prevents students from breaking academic rules and failing. Academic skills are important because it avoids plagiarism. 
Within my academic skills it is included: research and note taking, academic writing, referencing, paraphrasing, summarising and communicating and presenting information.

[bookmark: _Toc39175345]Research and note taking skills
 These academic skills allow students to conduct research based on reliable sources using published literature (all the reliable literacy content for educational purposes published by authors with the capabilities to provide the content). Note taking includes the ability to identify and select important key information from the research.
Analysis on my research and note taking skills

I have good research and note taking skills. I pay attention to important information and take notes of essential key ideas to improve my understanding on the topic and to use as a guide on coursework. 
[bookmark: _Toc39175346]Academic writing skill
 This skill enables students to produce work using the appropriate terms, correct punctuation and orthography. Besides that, it also allows a correct structure of the work.
Analysis on my academic writing skills

I have particularly good academic writing skills. I use a variety of vocabularies and pay attention to spelling errors and punctuation making sure I do not have orthographic errors within my writing. I commit to keeping a good structure and organisation of ideas when writing.
[bookmark: _Toc39175347]Referencing skills
 Referencing skill is particularly important because it assists the students in using published literature without committing plagiarism. 
Analysis on my referencing skills

 I like to practice on referencing sources of information in order to improve my skills.  Citing the source of information provides credibility to my work and demonstrates how much research I managed to do. So far, I have significantly improved my referencing skills and I will carry on practicing to get even better.

[bookmark: _Toc39175348]Paraphrasing skill
 Paraphrasing is using different words but keeping the same meaning of the content. This skill assists in the extraction information from published literature without committing plagiarism. 


Analysis on my paraphrasing skills

My paraphrasing skills are exceptionally good. I practice this skill using different sources of information by reformulating the content from original to my own words, however, keeping the same information and meaning. Paraphrasing is important within my academic skills because it helps me to broaden my mind and explore my capacities of interpretation and understanding.
[bookmark: _Toc39175349]Summarising skill
 Summarising is a skill to compress large amounts of information highlighting the main points and ideas. It helps to keep the information short and objective, however, keeping the same meaning of the content.
Analysis on my summarising skills

 My summarising skills are still in improvement. I am trying to practice more on this skill because I make use of many details when writing. I am working to improve my interpretation and understanding of information using summarising skills.
[bookmark: _Toc39175350]Effective Communication and teamwork skills
 These skills are particularly important within the academic skills. Since the academic environment requires interaction between the students and lecturers, establishing a good relationship with others will improve the understanding of tasks and the probability of success is higher.
Analysis on my effective communication and teamwork skills

I have exceptionally good skills on effective communication and teamwork. I am particularly communicative, and this is an advantage because I can work with different people. I am an attentive listener and always try to provide good feedbacks.
[bookmark: _Toc39175351]Digital skills 
Digital skills refer to the aptitudes acquired regarding the effective use of technology. This skill is important because it allows a proper use of the digital platforms like Google, Yahoo and Gmail to make researches and share content. Other tools like Microsoft Word and Power point help to produce a good structure of assignments and presentations.  
Analysis on my digital skills

My digital skills are particularly good. This is because I am extremely interested in this field. I can work with all the digital platforms and tools to produce well-structured work with trusted sources of information. 
[bookmark: _Toc39175352]Employability skills

Employability skills are all the aptitudes accomplished to become competent in order to be employed. They can be acquired and built within literary education. These skills are repeatedly identified as core skills and attributes graduates need to be able to demonstrate upon graduation (Trought, 2017). However, employability skills can also be gathered with experience in the labour field.
Within my employability skills it is included hard skills, soft skills, communication in the workplace, teamwork and time management.
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Hard skills are teachable abilities or skill sets that are easy to quantify (Doyle, 2020). They refer to all the abilities gathered by academic learning. Within hard skills it is included the ability to work with technology, knowledge in reading and writing correctly and math skills.
Analysis on my hard skills

Within my hard skills, I have a great ability to work with advanced technology. I also have good writing, reading and math skills. However, considering the constant developments within the new technologies, I continuously work on developing my skills in this field and in many others that will boost my knowledge and increase my competence. 
[bookmark: _Toc39175354]Soft skills
 Soft skills are abilities that do not require academic learning. This is because these skills are attributed as interpersonal skills as they refer to the capability of interaction with others.

Analysis on my soft skills

I have great interpersonal skills. I am good interacting with others. I face soft skills as particularly important because associated with my hard skills they enhance my capacity to become more professional.
[bookmark: _Toc39175355]Communication in the workplace skills
Communication in the workplace skill refers to the capacity to communicate effectively with others in the workplace. This skill is important because it promotes good collaboration between the co-workers and managers decreasing the probability of misunderstandings due to communication.
Analysis on my communication in the workplace skills 

I have great skills in communicating at the workplace. Because I work with a wide range of people, this amplifies my knowledge in dealing with different personalities and points of view. I am an attentive listener and try to provide the best feedbacks to keep my managers updated on the fulfilment of my tasks.
[bookmark: _Toc39175356]Teamwork in workplace skills 
Teamwork skills refers to the capacity to work with others in a team in order to conclude tasks. As companies have different departments, it is important that all sectors work together to achieve the target.
Analysing my teamwork in workplace skills

My teamwork in the workplace is exceptionally good. I like interacting to others and getting to know different points of view. I am patient and appreciate completing tasks in a team because it speeds the process but also because enjoy having versatility brought into the work.
[bookmark: _Toc39175357]Time management skills
Time management skills refer to the ability to organise and manage time in order to accomplish and achieve tasks in time.


Analysing my time management skills 

[bookmark: _Toc39175358]My skills in managing time are very good. This is because I am organised and like to plan all my activities to complete my obligations without pressure. It is also very important to manage time in order to conciliate personal and professional life. 
SWOT analysis 
 A SWOT analysis is a simple and strategic way to assist organisations in identifying strategies to improve the performance of the business by neutralizing failures, dealing with challenges and creating advantageous chances for success. The same analysis can be used in individuals to reflect on their internal advantages and disadvantages and external influences, this way improving personal performance.
SWOT stands for strengths, weaknesses, opportunities and threats.
[bookmark: _Toc39175359]SWOT analysis in organisations

[bookmark: _Toc39175361] The strengths and weaknesses refer to internal factors like recognition and privileges of the company for example. Those factors are dependent on the organisation and can be changed with hard working. On the other hand, opportunities and threats refer to external factors like prices, providers and competitors. These factors cannot be changed because they do not depend on the company.
Analysing my SWOT analysis skills

My SWOT analysis skills are very good. I have the capability to carry out a SWOT analysis on myself and others identifying their internal aspects like strengths, weaknesses, and their external aspects such as opportunities and threats. By doing this analysis on others, I can assist them in improving their skills and making good use of their advantages and help them deal with their external elements like possible opportunities and threats.
On the other hand, I do not have the skills to carry out a SWOT analysis in companies because I have not yet been academically prepared for it. However, in the future I will be able to do it.
[bookmark: _Toc39175362]My SWOT analysis strategy
My strategy to make a good SWOT analysis is using a table divided in four sections with questions regarding to strengths, weaknesses, opportunities and threats. Based on these questions is possible to identify the advantages or disadvantages and find the best to work with them.

 Example of a personal SWOT analysis table 
	Strengths (positive internal factors)
	Weaknesses (negative internal factors)

	· What can you do better than others?
· What is the best thing about your personality?
	· what can others do better than you?
· What is the worst thing about your personality?

	Opportunities (positive external factors)
	Threats (negative external factors)

	· What benefits education will provide you with?
· What technology skills you have?
	· What obstacles are on your way to success?
· What technology skills you do not have?
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Personal development plan (PDP)

Among my biggest goals are graduating in Accounting and Finance, working in a large and recognised company, where I would acquire experience in the job market and be financially stable. In the future, I will open a business of my own, making good use of the experiences gathered with accounting.
My biggest strength is the capacity to challenge and push myself towards my limits. This makes me feel stronger every time I overcome an obstacle. My number one weakness is being afraid of huge changes that could occur. On the other hand, I will take advantage of all the opportunities I have such as my academic and employability skills. Thus, I will work on improving all my skills and reach as far as I could in progressing personally and professionally.
In five years, I see myself graduated in accounting and finance and putting into practice all the knowledge I gained in university.
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Conclusion 

It is of great interest to highlight the importance of academic skills in building a solid foundation of preparation to become qualified to be employed. The academic skills have a major influence in developing hard skills and other conducts necessary for the labour market.
The experiences acquired within the workplace contribute for the development of soft skills that consequently influence the effectiveness in interactions between individuals. Once the hard skills and soft skills are combined, the capability to become successfully employed is higher.
The major aim of this report was analysing personal academic and employability skills. This is very relevant as it helps to have a better view of academic progress, and the  skills needed to become employable.
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