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1. Introduction
The aim of this report is to outline academic and employability skills and how it works. I have also included my own personal experiences, a SWOT analysis and a personal development plan.
2. Skills 
My interpretation of the word skill is when an individual can do something well. According to the oxford English dictionary the word skill ‘is the ability to dos something well’ having a skill can be very beneficial to an individual’s career and personal life.
2.1 Employability skills
Employability skills are the set of skills that will make you employable, these skills will also support your ability to perform in the work field you choose to go into. ‘Employability depends on your knowledge, skills, how you use those assets and you present them to employers (Exeter.ac.uk, n.d.)’. When I began my job as an aviation security officer at Gatwick airport, I had the necessary employability skills and knowledge which impressed my employer. However, they took into account that I did not have all the skills they required and was prepared to give me the necessary training for a month. After receiving the necessary training from my employer, I had gained the skills I did not have previously and was able to do my job as an aviation security officer to the best of my ability. Now having the new skills I am able to use them when suitable and my in future career.
2.2 Soft and hard skills
Soft skills are personality traits and behaviour. Unlike hard skills, soft skills are not about the knowledge you possess but how you display your behaviour in different situations (en_us, n.d.) Soft skills is not something you get taught but you can always improve your soft skills. Examples of soft skills are:
· Communication 
· Time management 
· Organisational skills
· Flexibility 
· Leadership 
· Research 
It is important for you to have soft skills for both their personal and professional life. These skills will play a good attribution to your developing your career.
Hard skills are usually related to professional knowledge, tools or techniques that allow us to work within our profession. Hard skills are specific technical skills based and these are teachable. (Walker, n.d.).  Examples of hard skills are: 
· Academic qualification such as a degree
· Customer service experience
· Speaking a foreign language
· Operating a type of machine
One of my hard skills is customer service experience I have not always had customer service experience but over years of working I have gained knowledge on it and improved my customer service drastically. When I started my first job I had the minimum customer service experience but as the time went on I was able to understand that customer service meant you needed to be pleasant to customers always and communicate well with customers.
2.3 Communication the ability to understand and give instructions 
The most simple definition of communication is each act of transmitting information (YouTube, 2013). Looking back on my notes I have written down from in class there is verbal and non verbal communication. Verbal is what you say and non verbal is what you do not say but communicate through body language. I am now going to speak on the ability to understand and give instructions from my understanding there is a few tips you can follow:
1. Provide context and be specific (giving details or background information.)
2. When giving an instruction speak politely, use a reasonable tone and use respectable words.
3. Offer whoever you are giving the instructions to ask questions, the better the individual understands what to do there will be a more better chance of a successful outcome.
4. Resist the urge to micro manage. 

2.4 Working with a team
To me working with a team is when people work together cooperatively and support each other in order to achieve a goal. When I was a Customer Service Experience Manager at William will my staff and I had to work together as a team when we kept receiving ambiguous bets in the shop I decided to have staff meeting we all decided that we needed to communicate with each other daily about what happens in the shop, we all started to pay more attention and interact more with the customers especially new customers. Also, we started to notice customers who were stakes were high and we started to reporting to security any suspicions we had with customers. In the end we ended up finding out who the group people were that kept putting on ambiguous bets.
2.5 Time management 
Time management is simply the art of being on time. This includes delivering things before deadline as well as being on time for work, meetings etc. This is achieved by managing your time every day and being organised enough to stick to the schedule you have set to follow (Anon, n.d.). If you are constantly late for work it can affect your daily tasks it also can have an impact on your colleagues, I believe once you are organised and follow a set schedule time management will be very easy for you.
3. SWOT analysis 
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