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INTRODUCTION
Academic and employability skills is the exchangeable skills needed by a person to them employable. And this skill varies from communication, problem solving, interpersonal and intrapersonal skill, teamwork and numeracy.
SKILLS
The competence of executing a job with confirmation within a time frame and strength. There are two main type of skills, Hard skills and soft skills. Hard skills are required for jobs like repairing cars, while soft skill consists of communication, numeracy etc.
EMPLOYABILITY SKILL
According to Stemnet (n.d) employability skills as exchangeable skills required by a person to make them employable, with specialist comprehension and topic proficiency, business mostly circumference the skills they want from applicant. They accept these skills will equip applicants to perform their duties to best capacity.
HARD SKILLS
As explained by Laker & Powell (2011). Hard skill is the skills needed to complete a task. They are technical specialization a person needs to perform a task. Hard skill can be acquired from training programs, going to high education and through in-work training programs.
SOFT SKILLS
Soft skill circles through associations and their effort to interact and impact, instead of practical skills. Concerning problems are influenced by the gains and standard accepted by individual countries traditions. However, world team leader must study how manage a multi-cultural from a distance. Traditional awareness and interpersonal and communicational skills are vital to encourage multi-cultural work force and inspire them as a team to work in a task. Soft skill are those skills required in a work environment, and it highly important for soft management still such as communication, teamwork, numeracy and time management. Ebert .C (2011) 



COMMUNICATION
As illustrated by Krogerus & Tschappeler,(2018). Communication is a close interaction between two persons that keeps the universe moving, yet no one can explain how it works. They further emphasis the natural use of communication on day to day bases, yet many people do not understand the laws that controls communication. There are two types of communication methods, verbal and non-verbal. To illustrate their theory, they used FMRI to tape brain activities of two persons, one encoding and the other decoding a message during a verbal conversation. They used the encoders brain activities to compare with the decoders brain activity and the result showed the encoder activity is relative and comparison to the encoder in the same space and this connection disappeared when persons stopped fail to speak. The in-class activities have improved my understand of academic and employability skills in the workplace. Before enrolling for the level 4 program: certificate in skills for the workplace I was not very familiar with academic writing and method of researching. Modules like paraphrasing, summarizing and sentence structuring has improved my writing, speaking, listening and reading ability. Public literatures where also very vital to my improvement in communication skills in the sense that the books and screen displays shaded more lights to the in-class exercises. The modules improve my ability to understand what is required from me and my ability to give clear instruction when communicating verbally or nonverbal.
Working with a team
Listening and working with other students in my class as a team was instrumental in helping me bond and share idea in completing task that where given. Working with a team is a difficult, however, the in-class exercises and feedback gave me the ability to give understand my classmate because our is divers, we were encouraged to give clear instruction. It also afforded me the opportunity to work with people from different background and ethnicity. The in-class assignments and public literature helped to simplify the process of collaboration with members of my class and to brainstorm on how we can solve problem 

Time management
The courses lay lots of emphasis on time management as one of the employability skills which we need to develop. We were thought the importance of prioritization of the most important task and the ability to plan to utilize time. The was reflected on our in-class assignments that require us to finish at a given time. I applied the model that was thought and the result that I was able to manage my time very well that I was not late to lecture once. I attended all lecture and was able to meet all my other obligation all well managed. I used time effectively because I had priorities my schedule in other importance and change the appointment that I know I cannot meet.
Mind Tool Analysis
My current skill analysis is lacking when it comes to areas of decision making and time managing, it is one of the reasons why I decided to enroll for this program. Since attending classes and doing in-class exercises I have started to understand the areas I needed to work and improve on. The public literature provided a lot of clarities in understanding what is needed of me? The best of all was the feedback from the lecture, which was very reassuring to the class, and pivotal to my journey to achieving my goal. So far, my ability to communication formally has improved also my paraphrasing and summarizing skills has improved greatly with all the in-class exercises and feedback given by the lecturer. 
SWOT Analysis
According to Grant M (2019) SWOT (strengths, weaknesses, opportunity and threats) analysis research used to value a firm’s comparable ranking and create a calculated plan. It also analysis interior and exterior issues, as well as present and future opportunity. SWOT Analysis is developed to accomplish a correct, evidence-based information-driven approach at the power and flaws of a company, its plans, or a firm. The company need to keep the investigation correct by preventing predetermined assurance or situations and instead concentrate on real life context. 


SWOT Analysis process
	Strengths
	Weakness
	Opportunity
	Threats

	1.Peculiar quality that would enable them to achieve good results 

	1.Peculiar qualities that may stop good results
	1.Elements that would impact to the prosperous result
	1.Issues that may avoid good outcome

	2.Resources that will contribute to growth
	2.Lack of power
	2.Brought to completion client wants
	2.Incoming introduction to the norm, in regulation and politics

	
	3.Exemsioms
	3.Incoming introductions to the norm, in regulation and politics
	

	
	4.Avoiding previous problems that led to unsuccessful  
	4.Opportunity derived possible by great power and removing droughts
	

	
	5.Things other are better at
	
	



Personal development plans (PDP)
“Is the process of creating an action plan based on awareness, value, reflection, goal-setting and planning for personal development within the context of career, education, relationship or for self-improvement" Wikipedia.
	What are my big goal?
	Which goals need to happen first
	When do I want to achieve this?
	What obstacles might get in me?
	How can I improve my chance of meeting my goal?
	Where can I go for support?
	Review; How am going?

	Complete my degree
	1.Complete the application form
2.Apply for student loan
	I want to achieve by 2022
	1.Family commitments
2.Work commitments
3.Making out time study and complete my assignments
	1.Being proactive in dealing with my family
2.Getting a job that can allow me study at the same time
3.Speak to the university on the best way to manage studying and working
	1.Student Loan England
2.Family and friends
3.Employers
4.Friend that have gone through University
	

	Restart my business
	1.Write a new business plan
2.Looking for founding for the business
3.Looking for suitable partner 
	I would like to start my business by 2024
	1.In ability to raise enough found to restart my business
2.Lack of motivation incase things slows down
3.Past business failures or history
4.Lack of knowledge on the new business venture
	1.Study in detail my business plan and cover all the grounds
2.Going to good banks and pitching my business to them
3.Talk to people who have raised funds for business before
	1.Business advisers
2.Websites like: www.business.com and funnds.startups
3.Banks 
	










Research and note taking methods
According to Nordquist R, (2018). Note-taking is the application of scribbling down or documenting main tips of facts. It is a significant research process. Recording taken in a class presentation help as learning support, while recording made within a meeting can produce substance for an easy, article or book. I total agree with this analysis, because during paraphrasing module, I took notes, which later applied to google scholar for more research. The internet also helped me in my research methods, because their where endless material on YouTube to investigate for further clarification. I used charting note taken method, which is creating outlines for later research, used sentence method, where I was recording new ideas in different line. I also used the library to ready more sense about the paraphrasing. 
Paraphrasing
As Gahan (2019) points out, paraphrasing is conceiving another person's concept in your own statement. Paraphrasing is a replacement to a quote, where you duplicate another person’s precise words in quotation marks. Paraphrasing is always better than quotations in academic writing because it shows your comprehension of the original text and makes your composition authentic. As we were thought it is vital whenever we are paraphrasing, we must cite our source, and include references to avoid committing plagiarism. Part of the in-class exercises covered on academic writing, essays and report was emphasis was made on using formal language. The in-class exercise about sentence structuring was very good because it made us to understand how to apply structuring when writing an essay or report. The paraphrasing exercise regarding United Kingdom withdraws from European union without an agreement surmounts the important of paraphrasing   in an academic writing. This were very insightful to my understand and applying paraphrasing in my report or essay writing.

Summarizing
Writing in mpc.com summarizing is a shortening of original text to its principal concept required fact. Summarizing help, you to comprehend and learn crucial massage by lowering massages to its main point and summary is shorter than the original and removes details. The in-class of sources of Aldi store was a very good way I had to text my improvement in my summarizing skill. The skills I got from sentence structuring and paraphrasing made help me to avoid plagiarism. Feedback given after the exercise was very good also because I took note where I need to improve on. I also use the internet to learn more on how to write an accurate summary also watched some YouTube videos to brush my understanding of summarizing. Since taking summary as a module with all the feedbacks received from the lecturer my academic writing skills has improved and I am still putting more effort to increase my skills towards.
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