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1. Introduction

In this report | will analyze my academic and employability skills as
well as explain my current goals of improving them and acquiring
new skills beside the ones | currently have. | used a S.W.O.T.
analysis and personal development plan (pdp) in order to better
illustrate my plans to improve and what they are based on. Others
that | described in the various skill sections are more continuous
improvement rather than concrete goals with a deadline.

2. Skills

According to the dictionary a skill is the ability, coming from one's
knowledge, practice, aptitude, etc., to do something well. Thus, we
can infer that everything we can do well is a skill.

3. Employability skills

Employability skills are skills that a prospective employer finds
useful for an employee to have. There are 2 types of employability
skills which are hard skills that relate to the job and soft skills or
transferable skills which are more general skills which as the name
implies can be used and different occupations.

Generally, both types of skills are looked for by employers and
learned by employees in order to improve their hiring chances.
(Andrews and Higson, 2010)

3.1. Hard skills

Hard skills are skills related to a specific education or training that
are required for particular jobs.

As | have not had such training or education, | do not possess hard
skills required for technical jobs, though if | would be interested in
one, | believe | would be able to learn them.

3.2. Soft skills

Soft skills are general skills that are useful in a work environment.
They are used and required even in some of the most technical
fields and are actively looked for by employers. (Sharma, 2009)

They include time management skills, communication skills,
organisational skills, teamwork, problem solving skills and more.

There are some skills that | am lacking in as well as some in which |
believe | excel at.

3.2.1. Time management skills



Time management skills include making schedules and following
then, making use of limited time to complete your task, having and
following well-though out priorities. This can be done through
planning, diaries, and choosing what to do responsibly. (Morgan,
2017, p49-68)

| myself have found myself a bit lacking in this aspect as while |
can and do follow already set out schedules, | find it much harder to
set one out myself and follow it. Not only that | do not currently have
a diary either which makes planning my time rather hard.
Nevertheless, | do want to change this fact and have already started
to change this fact, | have tried to make more plans leave specific
times of day for specific tasks in order to raise my productivity, and
so far it has yielded some positive results.

3.2.2. Communication skills

Communication skills are the ability to impart and receive
information to and from others. They are highly important in finding
employment and keeping up performance at a company. (Giri V. N. and
Kumar B. P., 2010)

This is subject that | find myself weak in as well as | have a
naturally introverted personality and a lot of the communication | do
have with my close friends and family is in my native language, and
though it still helps to improve my abilities it would be more useful
to find more English communication partners.

As | have stated in my assessment for Effective team work and
communication, | will use my new-found knowledge about
communication theory to improve my skills.

3.2.3. Organisational skills

Organisational skills are related to planning and executing on the
plans. They are related to time management skills, though
organisational skills are mostly about thoroughly executing a plan
and being able to quickly amend it and adapt to new situations.

| think that | possess good organisational skills, and | believe myself
able to use them in order to plan and execute a task, though I do
sometimes have problems and | am prone to spontaneity, but
through effort and practice | will be able to be better organised. In
order to improve | started from small things like arranging my
workplace in a more logical and organised way.

3.2.4. Teamworking



Teamworking is the ability to divide your tasks between a group of
people and help each other. It is useful in order to utilise each
other’s strengths and cover for each other’s weaknesses. As most
big companies and corporations rely on teams for most of their
activities, it is essential to master this skill in order to find
employment.

| think that | do have teamworking skills, as | have had a recent
experience with teamworking in the Digital skills and research
methods where | and my team have made a group presentation.

3.2.5. Problem solving skills

Problem solving skills are the ability to find solutions to problems,
explain them and implement them. It is an ability looked for in
managers and an important everyday skill as well. It consists of
analysing the problem, finding the cause and a workable solution, as
some solutions can be impossible to implement or too costly, so a
good problem solver can find a solution that not only works but is
also cost-effective to implement.

Problem solving skills are harder to asses as they are most often
situational or relating to expertise in a specific field, but
nonetheless | do think that | can find solutions to problems in the
fields | am familiar in.

4. Academic skills

Academic skills are those required in order to achieve a high grade
and learn in a learning institution. These skills used to be more
specialised in the past but nowadays they are highly useful even
outside the academic sphere.

They include critical thinking, writing, reading, numeracy skills,
some of which like writing have subcategories like summarising and
paraphrasing.

4.1 Critical thinking

Critical thinking is the ability to identify gaps and weaknesses in an
idea, show evidence and argue for your point of view and give a
thorough interpretation on different matters and events. (Morgan,
2017, p68-93)

| believe that | possess such skills, as | often challenge my belief
with new knowledge and always try to see different situations
objectively.



4.2. Writing

Writing is a key ability both in the academic and business world. It is
incredibly important to learn which is why it is taught to young
children. Writing allows for expression, explanation and
communication without the need for speaking.

| think that | am proficient in English writing and that the in-class
exercises demonstrate my ability to write, though | do not see them
as an end to my learning.

4.2.1. Paraphrasing

Paraphrasing is the ability to explain a concept or idea in different
words from the original while retaining its’ meaning. It is an
important skill in the academic world, especially for referencing
others’ work and avoiding plagiarism.

| have done excellently on my paraphrasing in-class exercise, so |
believe that | can do it relatively well. Obviously I can still improve it
and | will.

4.2.2. Summarising

Summarising is the ability to condense an idea to its’ most important
parts while retaining most of the meaning, thus shortening the length
of a text but still allowing for understanding of the idea.

4.3. Reading

Reading, like writing is an essential skill in the academic and
business worlds. It is an ability that leads to greater ease of
learning as it opens new sources of information.



5. S.\W.O.T. analysis

Strengths

Critical thinking ability
Teamworking skills
Learning ability

Weaknesses

Lack of communication
skills

Lack of time management
skills

Lack of job experience

Opportunities

An interest in Informational
Technologies which I could
use to develop
programming skills giving
me an option to work in IT.
Ability to learn and retain
information that | am
interested in and a vast
range of interests give me
the opportunity to go in
other fields as well.

Threats

Lack of motivation which
makes choosing an area to
specialize in hard

Due to my fear of failure |
find it hard to commit to
specific fields.

| have made this swot analysis with different abilities and future
plans in mind as well as the possible problems that | might

encounter. | rarely methodically think about my future and myself, so
this was an interesting practice that helped me reflect on my
abilities.




6. Personal development plan

Target How to Resources and |Target date
accomplish support

Learn a Learning every |Books, online September

programming day; guide videos, 2019

Submitting all
the

library;

language like _ help from
Java. Continuously friends.
practicing.
Finish “Skills Attending all Help from the October 2019
for the courses; university
workplace” ) lecturers;
course in Learning <_31II
UWTSD. the material; Books from the

assessments;
Learn to drive Learn all traffic | Traffic January 2020
and get a rules; rulebooks;
driver’s
license . Pass the Help from my
driving family;
examination;
Apply for Find a course | |University October 2019
further higher am interested sites;
education. in;
Find Look for jobs; Job seeking April 2019
employment, at sites;
least short- _GO on.
term interviews; Job posters;

For my personal development plan, | have thought about all of my
short-term goals that | wish to accomplish currently, though | might
add more to them as well. As | am interested in computer
programming, | wish to learn a programming language like Java,
which is currently one of the most popular one’s in use in the world,
and knowing one programming language makes it easier to learn
others as some of the new one’s are based on the old ones. | also
wish to get a driver’s license as it is a document that can give me
many opportunities and the ability to drive is otherwise useful in
business life as well as my personal day-to-day life. The other two




goals | wrote have to do with finishing my current year of education
and applying to continue it beyond. While | am not sure if | will
continue my current path with education, | know for sure that | do
want to continue studying.

7. Conclusion

In conclusion | think that while there skills that | have a good grasp
of, especially among the academic skills, there are still many ways
in which | need to improve in order to enhance my employment
chances and to further develop myself. Using a PDP and S.W.O.T.
analysis has further helped me understand myself by making me
guestion my concrete weaknesses and goals.
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned

to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with you Task 1 (part of the Assignment for this module).

Ex.1 Write a paraphrase of the following passage.

Chocolate has always been considered an affordable little luxury, associated with romance and

celebrations. Therefore in 2001, revelations that the production of cocoa in Ivory Coast involved
child slave labour deeply shocked chocolate companies, consumers and governments alike. The USA
passed legislation mandating that standards be created to permit companies who could prove that
their chocolate was produced without forced labour to label their chocolate “slave-labour free.” The
chocolate industry agreed to an international protocol that would give chocolate producers four

years to limit abusive practices.

(hocliafy leds topg_peen Nerght 0f a5 o [itury
i jodle_ro gl | 25peciall 107 vhoi bl g or SrdH by
Jop I} »# & skock Vo qoe » Z ns
whin _n_ 2001 1 »As Perealed (s Hl P v on

¥ A_jn Trwry [pas7 Wt the/d Slare [z
_fhe US mdnddfrd plw standarts fhdf #Puly in
o ls T I2BF. 1 e &éac&/ﬂ/c,( SIANE - (4 adr free”,
_phoggl _only 1F F cwdd prove thet 148 producivn
(27 of S dh Forcldd lMbdur. He Chotolzre

) OO Ler Jreda % & Rt sivd ,0/‘620//'&54 by
QW Ly ning  dp il & adfigme— graroedl-

. A

R/
e

> D Sl A\ T A
" [

HOT ON M| 9 SE
IRIRIPLE CAMERA



Academic and Employability Skills - BMSWAa001
Term 1

e —
ORSTY wastd
Tmﬂw;am David
LONDON

blanks in such a way that the meaning of the second sentence is as close to
as possible, using the word in brackets where given. Pay attention to
m-hmmmmmmmmlmvmn. .

1) There will be a few changes around in the office. (announce)
T:\e voss _madun (e " ppal & T ibiyes wit S wacly _in the office.

2) He doesn't write to me as frequently as | wanted.
(wish AL adudel a2Vl rNCE ﬁzM [ me

3) We were concerned about her health. /
U oerns dbon) K headte \ /

We had some

4) You weren't careful, so you made so many mistakes. (had)
if pe W[ o Jhaye madl so many mistakes.
v

5) The council cut funding so we could not provide free parking.
Because of V4 iz YA z‘ﬂu// Y ,M//y,’l free /‘1’4/{"}
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. §) His proposal was a failure as it was too theoretical. (relied) _
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