





Analysis of my Academic and Employability Skills  
Assignment 1st Term











Academic and Employability Skills  
Moodle BMSW4001
Lecture: Dr Lloyd Beharry
Sara El Sehaly - ID 1907851  

Table of contents
1. Introduction

2. Skills
Employability Skills
What are soft skills
What are hard Skills

3. Soft or transferable skills
Communication
The ability to understand and give instructions
Working with a team
Time management 

4. SWOT analysis

5. [bookmark: _Hlk28786102]Academic Skills
Research and Note-taking
Academic writing
Referencing and the avoidance of plagiarism
Paraphrasing
Summarising
Communicating and Presenting information

6. Personal Development Plan (PDP)

7. Conclusion 

8. Reference 

9. Appendix

                                                                          
1. Introduction
The purpose of this report is to analyses my academic and employability skills throughout my learning at university, my work experience and academic research.     I will begin with the explanation of skills, employability skills, I will write about the differences between hard and soft skills, I will analyse some of the soft skills such as communication, working with a team, time management. I will then realize a personal SWOT analysis. I will also write about academic skills, in the specific: research methods, writing a report, referencing and avoid plagiarism, and paraphrasing and I will show my Personal Development Plan (PDP).  The report will let the reader understand what are the skills that I developed during this first term at university and what are the skills that I need to improve in order to achieve my goal.
2. Skills
Skill are the ability of a person to do his work. Those abilities can be acquired by life or work experience and through other forms of learning, such as academic studies. During my first job I notice that I was good at organize the work for the others, I was a simple intern but by my initiative one day I started to make a file excel for the progress. I made a table and insert the name of the client and the name of the person at work, I divided by days of the week per every project I write the name of the creative team and the name of the account, and I assign the project to the person that I know that were able to give their best for that tasks. My supervisor was so proud of me and from that day until today they still use my excel file.
 Employability Skills
This is the personal skill and knowledge that supports the ability of a person in order to be employed and to keep his workplace for long time. I learned during my work experience what are my strength, and this helped me to focus on them. 


Soft skills
Soft skills focus on your social ability and how you related with other people, usually they are natural abilities. Have a good communication, be a good problem solving and decision maker and team working are some of the good soft skills you need in order to be employed. In my workplace I am the person that everyone refers to when there is a problem because I have a special attitude in problem solving.
Hard skills
Hard skills are the technical skills or abilities than you need to have a job. Those skills are easy to be tested, even during the job interview, if you have a degree you will show it; if you speak another language you can easily star talk in that language and computer skills, in this case you can show how confident are you with a computer. I need to improve in digital skills in order to be more employable.              In today’s job market, if you want to emerge, you need to reach a good balance between the two skills.
3. Soft or transferable skills
They are called transferable skills because you can take them with you in all your workplaces. Transferable skills are very important for the employers too, they can understand what you added value is and how it can be useful for the company (Reed.co.uk, 2019). I will now explain some of those. 
Communication
The communication is the sharing of a thought or idea between one or more person. Can be oral or writing, verbal such as talking, writing and nonverbal such as the body language. I think that communication is one of the most important soft skills because is the skills that introduce you in and helps you to keep your workplace.


The ability to understand and give instructions
The ability to understand what must be done and be able to give instruction to the rest of the team, in order to complete a task. This skill is a combination of a person that have a good communication and he can be a leader. I often give instructions at my workplace because this is my main role. 
Working with a team
Team working is a group of people that decided to work together in order to achieve a common goal. Working with a team it is very important for to have a successful workplace. As my personal experience, during this first term for the lecture of digital skills and research methods, I had the opportunity to work with some of my classmates and we had some problem of organization because someone did not come to the meeting that we had planned and we had to rearrange all work for two times, after we had a clarification, we finished our work as team.
Time management 
It is a process of planning and organization to control the amount of time spent on a determinate type of activities in order to increase the productivity. I work as assistant manager in a four stars hotel. At my work it is vital to have a good organization about the shift work. At the same time all colleague must be responsible. One time happened that a waitress did not come at work and we had to find a quick substitute. Thanks to the good organization of our schedule we covered the shift.





4. SWOT Analysis
The personal SWOT analysis is the tool that can make you focalize in what are your strengths, weaknesses, opportunities and threats in order to think about the correct strategy, organize and planning your professional career: it helps to identify the skills that need to be developed. 
Weaknesses
Writing skills
Oral skills
My family
Asking for help
Strengths
Hard worker
Positivity 
Second language






Threats
Personal health 
Competitive market
Market crisis
Opportunities
University degree
Experience Abroad
Net working






Source: created by author
As I can see in my SWOT analysis I need to work hard on my academic weaknesses because those are the base to build a successful career. I also need to learn that if I want to have a better life, I must ask help when I am in difficult situation. I cannot carry all alone. If I really want to succeed, I need to help myself by asking help to others. Only on this way I can be focus on my career and get what I really want in my work life.
5. Academic Skills
They are the skills that you need as a student to succeed during your school period. Have a good knowledge on writing, be a good reader and be able to write an essay. It refers also about mathematical problem solving (Zafiris, 2019). 
Research and Note-taking
At university it is important notetaking but that is not enough to reach all knowledge you need. It is helpful to do research using Internet and using also the tools offered by the University, online library, schoolbooks and others type of sources. I used to take a note in class and at home read my note and make some research using the schoolbooks, the presentation in the modules and some Internet research.
Academic writing
It is the principal writing skills that is required to succeed at university or college, to be able to write an essay or report. During this term we had the opportunity to learn about how to write and academic report. I found also very helpful the material that we have in our modules.
Referencing and the avoidance of plagiarism
The references are the way to let the reader knowing where he can find the source of the work. This also helps to avoid plagiarism or self-plagiarism. I have the chance during the class lecture to practice about the different ways to referencing. I also made some in class exercises that I found very helpful because I saw what are the area that I need to improve.


Paraphrasing
Writing the ideas of another person using my own words in order to support my work or point of view. The process is to change the words and the structure but keep the same meaning. I had the opportunity during in class exercises to understand what my weakness are, they show to me that I need to study more about paraphrasing because I still not have the necessary knowledge to make a good work. I absolutely need to study more the English grammar doing more practice.
Summarising 
Writing a short description of the contents of the report or essay, few sentences in order to describe the main arguments of the academic work (Your dictionary, 2019). In the class exercises I discover where I made a mistake, I did not develop step-by-step the summary, I need to read more times the text in order to focus more on the assignment. 
Communicating and Presenting information
This is the skill related to the presentation, capturing the attention of the audience and being able to pass the message of the presentation, be confidence in front of the audience, is the keys of the succeed. I have a very interesting experience during the assignment of the lecture for digital skills and research methods, the last day of the term, after 5 weeks of team working with my classmates, we presented our work to all class and two teachers. I was a bit nervous to talk in front an audience, but thanks to the skills I learned during the first term, I feel confident and the presentation was a success for me and all my group. I think that it is important to have a chance to present to an audience because you can see where you need to improve your skills.
6. Personal Development Plan (PDP)
[bookmark: _GoBack]Is an action plan about your personal development, you define what are your priority, your goal, what you need to achieve it, if you need support, deadline and the evidence. This plan helps you to be focus on what are the important objective to reach what you want for your career.

	Priority
	My goals
	What I need to do to 
	What support I need
	Deadline
	Evidence

	N. 1
	Time Managing
	Improve my schedule 
	Help        with my child
	January 2020
	

	N. 2
	Written Skills
	Study
	Practice
	June 2020
	

	N. 3
	Oral Skills
	Study
	Practice
	June 2020
	

	N. 4
	University Degree
	Study        and pass 
	Practice
	June 2020
	

	N. 5
	Net Working
	Going to Events
	More      social life
	March 2020
	


Source: created by author
In my PDP emerge that, first I must work on my time managing by improving my schedules. I need also to do a lot of work on my academic skills. It is very important to have a well knowledge in writing; this is an important skill if you want to build your own business. I need to also improve my social life especially for my plan to open an Italian Bakery. I will need a good network to advertise my business.

7. Conclusion
Academic and employability skills are helping me to achieve my goals and improve my career. I developed my knowledge. I discover what are my weakness and my strength. My plan it is to open an Organic Italian Bakery. In order to realize my plan, I need to improve my skills in communication, team working and time management. Those are the most important skills to be a good employer. The course also teaches how to accept that another person is different, and each is unique. To have an optimal workplace the ideal is to promote each person staring from their strengths. When the employee feel appreciates for what they are they can be more productive at work. Good environment it means good quality of work.
Whatever I choose to do in my working life I will need to have balanced between academic skills and employability.
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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. 'f‘\LR&M
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x.2. Complete the blanks in such a way that the meaning of the second sentence is as close to
he original sentence as possible, using the word in brackets where given. Pay attention to
rammar and make sure what you write matches what is already given.

1) There will be a few changes around in the office. (announce)
T ss v wehe withl ke clhonpes in the office

2) He doesn't write to me as frequently'as wanted.
I wish w il » e, ge . 8K
iy

3) We were concerned about her health
5

We had some X - ok ‘aoa M*‘ Al
T

4) You weren't careful, so you made so many mistakes. (had) ! J&
If W il nek reaadle  so many mistakes.

)

5) The council cut funding so we could not provide free parklng

Because of _4- M Q 12 ot P V\o* d,\\ﬂ_ ?ﬂu MLQ&

‘______*._

6) His proposal was a failure as it was too theoretical. (relied) -
His proposal

7) It was Mary who stole money.
He accused [V L

8) He seems well-educated. However, he's not very bright. (although)

o |
QX gOerge
9) Universities place the burden of understanding plagiarism and attribution conventions on
students

The responsibility for

10) 33% of adolescents who have one baby, have a second baby within two years of the first
baby's birth. (third)
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Read the following text and make notes on the main ideas. You can do this on a separate piece
of paper which you do not have to hand in.

To be a great leader, you need to start by leading yourself

Most people go into top positions with good intentions, but those often crumble due to the: demands — and
perks — of the job. If you want to succeed, devote some time and energy to self—lerage‘r_srhip, savsFNlSuRlnt
Lars Sudmann. Being a leader is a little like being a parent; beforehand, we have all these rosy visions of how
we’re going to do it, how incredible we’re going to be, and how we'll sidestep the mistakes that we see other
people make. But when it’s our turn to assume the role, we find that reality doesn’t match our expectations
or imaginations. Sudmann, for example, believed that he would ace his first leadership role. Then, he held
his first major staff meeting, an employee asked a question about the company’s email signature, and the
proceedings — and his command of them — completely fell apart.

After some months, Sudmann realized he was fighting against certain entrenched factors that keep all leaders
from improving. Like many in the working world, leaders have too much to do and not enough time to do it}
they don't clearly think through their priorities and strategies; and being in a position of power causes them
to assume that the people beneath them will take care of a lot of problems.

sudmann found a potential solution to these “classic leadership problems” in Marcus Aurelius, the Roman
emperor and Stoic philosopher. Rather than spending his time trying to learn to rally and guide others,
Marcus Aurelius focused a surprising amount of his energy on mastering self-leadership. Sudmann has found
this orientation tremendously helpful. Below he breaks down three actions that go into s_e!f—iea_dgrsnip: P

First of all, you need to be aware of your shortcomings; leaders need to know all of their biases, predilections
and weaknesses. Another idea is to take 5- 10 minutes every day to think about the challenges you've recently
handled and the ones you'll soon face. While Marcus Aurelius was fond of reflecting in the evening, Sudmann
likes doing this over morning coffee. Questions to pose include: “How did my leadership go yesterday? How

would the leader I'd like to be have faced the challenges | faced? What about my challenges today? What
ould | do differently?” Write down your thoughts so you can refer back to them and learn from them.

Also, regulate your feelings; no matter how much preparation and reflection you put in, there will be
employees, colleagues, clients and associates who anger, frustrate or annoy you. That's where the practice
of “reframing” comes in; stopping and asking yourself ... on a scale from 1 to 10, how important is this issue

right now? Then, give yourself amoment to think: “How would the leader | aspire to be handle this situation?”
The answer will come to you.
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