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Introduction
This report will analyse a few academic and employability skills which I have or need to develop. Academic skills are required to be successful at university whereas employability skills are required to be successful in a workplace. The skills which will be discussed are: communication, time management, team working, and paraphrasing.	Comment by Sharon Lewin (1907611): Include a reference here that links to “Academic skills”	Comment by Sharon Lewin (1907611): Include a reference here that links to “employability skills”
Skills
According to Cambridge Dictionary a skill is “an ability to do an activity or job well, especially because you have practised it”. The workplace definition is more specific: “a particular ability that you develop through training and experience and that is useful in a job” (2020) skills are divided into soft skills and hard skills.
What are hard skills?
Hard skills are teachable or measurable abilities, such as reading, writing, maths or ability to use computer programs. Hard skills is a technical skill you need to do a job as I was taught in class.
I studied Business Studies when I was 21 and then I studies a few months of Access to Nursing after I had two children. However, I never received a formal training for my current job, instead we are trained as we work. At my current job, I have learned about autism, behaviours of autistic young adults, problem-solving when dealing with unsettled behaviour of students. I have also learned about safeguarding and first aid course.
What are soft skills?
Soft skills are transferrable which you can use in any job for example you could be a cashier in a supermarket and then you can be a bus driver. Both jobs work with people, with the public, so good communication skills are important. Also, time management, team working, problem solving and decision making are important for both jobs.
The seven soft skills you need to be successful are: leadership skills, teamwork, good communication skills, problem solving skills, flexibility, adaptability, and interpersonal skills. (Williams, 2019)
 Important soft skill I want to improve: Communication
Communication is the ability to transmit and share information with other people. This skill is very important at university because students have to communicate with each other and their lecturers, so if they do not have this skill, there will be a lot of misunderstandings and confusion. At workplace, employees need to communicate when they work in teams, to complete different tasks. Academic skill to be able to present a report essays in formal manner. Verbal communication is important to be able to do presentation. (Mind Tools, nd)
I think I need to improve this skill because I would like to work with people belonging to different cultures and if my communication skills are excellent, I will be able to understand them better. 
At one of my previous jobs I was dealing with autistic adults from many different cultures. Therefore, I worked with staff from many different cultures. Some people would insist we work only a certain way, but we all needed to be on the same page for the sake of the students. I think it would have been helpful to have meetings to build trust among the staff. This would have made the workload easier and the students would have been more settled.

Important soft skill I want to improve: Time Management
Time management is organising and using your time efficiently and planning your day to day task. And planning to divide your time between different activities and making sure that it is done on time. Good time management helps you to work smarter and not harder. (Morgan, 2017, p 50)
Time management is important to have at the workplace/university because it makes life easier for everyone. If I am late, I am stressed out. If I am late, I tend to forget what I need and then I become more stressed and I am not able to complete my task or assignment. Sometimes I am late for work or university because I prioritise things at home which needed to be done. I felt there were many things to do. To improve my time management, I need to prepare things the night before or when I come back from work or university, while the information is still fresh in my mind. Once I have prepared things ahead of time, I feel more relaxed. I also think I need to try to do fewer things, instead of trying to do too much in a short time.
I would like to improve on my skill by coming early to class and prioritising myself to be prepared for class. If I can achieve this goal, my life would be less stressful, and I would be able to focus more for in-class exercises and be more prepared for the session. 

Important soft skill I want to improve: Teamwork 
I chose this topic because I find it difficult sometimes to work as a team. If I feel I know the topic, I am happy to work in a group. However, if I do not know the topic, I find that I contribute less. I do notice that others in the team contribute their ideas very well. This makes me feel even less confident and then I tend to lose interest. 
According to Morgan (2017, p. 203), “our feelings, emotions and behaviours – and others’ perceptions of our behaviours – will impact on how well we are able to work with others”. For example, we had a group presentation about technology in a care home. Members in the group had to play different roles. We communicated through WhatsApp that the team leader had set up. We could not meet face-to-face because we have different schedules. I had difficulty working this way because I did not think I could do my role and I felt I had not prepared enough. The team leader was very helpful, she supported us, but I still felt my input was not enough. I read my role but in retrospect I would have done more research and be able to understand the text.
People interpret things in different ways so that will make a difference to how we work with others. I would like to have more tolerance towards people that have different approaches. I worked with autistic adults. A student was quite anxious so some of the staff wanted to take her to a sensory room where she would be using her hands which would then calm her down. Others were recommending taking her for a walk. Another suggestion was to offer her a drink. Finally, we had a staff meeting to address this situation. We concluded that we needed to try all of the above because sometimes one thing worked, other times another.



Important academic skill I want to improve: Paraphrasing
What is paraphrasing? Giving the actual information you understood in your own words. Reading and understanding the text and putting it into your own words and its also an important academic skill in students’ study. 
When paraphrase its important to be very clear. Paraphrasing is not only copying someone else is work however changing it and make it seem like it your own word. It helps to change the words to make it similar original text so this helps us to avoid plagiarism.  (University of South Australia, nd)
Paraphrasing is important to have at workplace/university because you have to understand first what you are paraphrasing, what you are reading. What I have learned as well is to read the text a few times to understand. To paraphrase, I take a couple of sentences and change it into my own words. 
The first term, I had some in-class exercises for paraphrasing, some of which I found difficult. I did not enjoy them. I found that there was too much noise and not enough time to complete the assignment. To do the paraphrasing for this assignment, I gave myself enough time to read through, understand and repeat in my words.
Paraphrasing is important to my work because it helps me to be organised with information. If I were to get a job where I have to write minutes, I would need to paraphrase and summarise what the person has said.

+ IN-CLASS EXERCISES: I have been given an in-class exercise to practice paraphrasing and I feel that I have not improved this skill a lot.
My Own Skills Analysis
SWOT ANALYSIS
	STRENGTHS

Caring person
Hard working
Determined


	OPPORTUNITIES

Attending university
Determined to learn


	WEAKNESSES

Lack of confidence 
Time management
Prioritising

	THREATS

Finance
Personal circumstances
Stress







Personal Development Plan (PDP)
Evaluating achievement
What have I achieved? I have worked on my academic skills, which was not easy. I have learned more about myself. For example, that time management is important and makes life a lot easier once it is achieved. Another example is teamwork. I understand that I need to be more confident and not give up.

How do I know I have achieved this? I will know in Term 2!
What did I do to achieve this? I studied, took time to read my books. Despite the times I struggled, I continued. 
What is the significance / relevance? I have the time to study now. I’ve made time. I feel the importance of it. I feel more ready to keep going and achieve more in my academic and soft employability skills.
How might I build further on this? Believe in myself, study more and be more prepared for work.

Conclusion
This report focused on four academic and employability skills which I find are essential for to improve in order to do a better job at the university and in my future workplace.

List of References
Alux (2018) alux.com
Cambridge Dictionary (2020) Skills. Available at: https://dictionary.cambridge.org/dictionary/english/skill (Accessed 16 December 2019)
Mind Tools (nd) Understanding Communication Skills: Applying the seven stages of the communication process. Available at: https://www.mindtools.com/CommSkll/CommunicationIntro.htm  (Accessed: 16 December 2019)
Morgan, P. (2017) The Business Student’s guide to Study and Employability. London: Sage Publications Ltd.
University of South Australia (nd) Paraphrasing. Available at: https://lo.unisa.edu.au/mod/book/view.php?id=252144 (Accessed: 16 December 2019)
Williams, T. (2019) The 7 soft skills you need to be successful. Omnia Group Available at: https://www.omniagroup.com/the-7-soft-skills-you-need-to-be-successful/ {Accessed 21 December 2019)
[bookmark: _GoBack]

Appendices 
Appendix 1 
[image: ]

Appendix 1
[image: ]
Appendix 2 
[image: ]
2

image1.png
Prifysgol Cymru
3% Y Drindod Dewi Sant

" University of Wales
Trinity Saint David

%




image2.jpeg
saumjeuss s i1

o

STWO D
B r e e e S ORI X0 [
(pary) “yaiq s,Aqeq
1511 34 Jo S123A OM] UM AGEq PUO2BS € aneY ‘AGEq 2UO AEY OYM S1U3IS3|OPE JO %EE (0T
coean lag e S

=¥ A €T T T STCAPOYT J0j AJjIqisuodsal ayL
x,: “suepis
UO SUOPUBAUG? UORNGLNE PUI Suipuelsiapun jo USpING Ay} A2e(d saMISIALN (6

i s P P e s tE b

¥ =t
(UBnoLaIE) W8I AJaA 10U 24 ‘TaEEDR, "PR1EONPS-|[aM wsmmwmvzzﬁyzk

\ S SIS 37 OOV pesnode ok
VAl

Aauotl 31015 oym Asein sem 3| (£

(pa1[a:) “[e93210943 003 Sem 11 5e 2injiey & sem [esodoud sik (9

1 R T T STy T ooy T TV fesodoid SiH
———g® 7
=S ~

STy T POy =S jo ssneoa
) R M e AT o

“sayersiu Auew os

= VRS BT T
P aansagsy SN
e DEUP Sy ereIl AUEEa 0s 3pew noA s ‘|nja1ed 3,ua1am noA (v
(Puniag womd =y e.m,.ﬁmdbu‘uﬁi(nisl%\ﬁ
\/ 8 bt Foinp iy iabieliJe o200 ) T awos pey am
Sem=®)  yjeay U3l INOGE PALIFIU0D 2AM IM (€

/ = 3 ysim |
/ ‘pajuem | se Ajuanbaly se s 03 aum 1,Us30P 3H (2

221450 3 Ul e SESCE

(3ounouue) ‘231330 a1 ut punose/sagueL may e aq (M 2:3uL (1
7

e )

‘3N APE3.e 51 38UM S3D1eW 33m oA Jeym Bins IHew pue Jewwes
03 uoiuBNE Aed “UBAIS BIYM SINIEI] UI P1OM 3y3 Buisn

01 350]0 5@ 51 29Ua3UBS PU023S 33 JO SuULAW SY3 18Uy Aem & yans Ul SYUR|q Y} A2|dW0) TXT

6702 190) SurseIqdeie T 3s1Ia%a Ssep-u]
Tuuay

qeAojduwi pue swspesy





image3.jpeg
2unjeusis s Jainpa1

SB35 121103

g —

e ———

B R B B e e PRl & et TR TN
T J

BT~ oy e Ty TR i T

etk Sln = as B iR o co s

_’_4ld_l,i_.8vu.«§_.§c TSSO IS 7R o

il E e TS, R R e e

L) G o et

RSP i B ~Ia e s R S ot

T T B e - o

e TS TSy ST S s ki e s
VTR A oo VIT SSeweT ey TR ST PEOOa TS
s T eI TG0 ProPSYoT Uosg <9V ooy

“saopesd anisnge
1no} $329nPoid 33e[030Y> M8 PINOM Jey) [090301d [EUOREUIRIUI Ue 0F padie ALSnpul a1e[030y>
. 316105045 11943 [9G2] 01 IN0G| P22104 1N PaANPOIG Se 212[0201 Ay
1243 2101d PIN0 oym saiuedwo Yussad 0} pateas aq spIepuels 1eys Bunepuew uopelsisa| passed
VSN SUL "SAI|E SIUSUWUIRA0S pue 13N ‘sajueduwiod a1e[020y> PaY0Ys Ajdaap Jnoge| anels pii>
PanjoAu} 15e0) AIOA| Ul 20303 40 U0[INPOId DY) eyt SUONEIIAR) “TOOT Ul 31043334 “SUORRIGaD
pue 22UBWOS Y3IM PaIeI0SSE “AINXn| 31| 3]qEPIOLL Ue PRIAPISUOD UAA] SAEMIE SeY 23e[0304)

ayL 2314 Jnogej-ane|

*a8essed Suimoljo} ayy Jo aseaydesed e M T3

“(3jnpow sius Jof JuauIuBssy aya fo 11d) T YSDL NOA yyM 1333603 Xipuaddo

up fo wiiof 343 uj 351243x2 S1tj3 fO A0 PUUDIS D ApnjaUI 01 PAIU [jiM NOA “UOISS3S IXBU 343 3D NOA O]
PpauInial aq [jim 3j “u03(dwi0? Uodn Jain123) ay1 01 15dpd JNOA LINI2] 3SD3]4 *INOY T :paIEIO||E By
TT Lo G ia1uapms TIVG] SRS, taweN Juapms

6707 0] Furseideseq T aspia%e Ssep-uj
Tusay
eAojdw3 pue Jwapesy

T00VMSING - SIIDIS A





image4.jpeg
TN SOV Yo andery

40 Aiddns e A1sea skemje pinoys a

>t By VNP 9\ Yo e
U0 3EG3 SMOUY 213530 SNElol ay3 Yo uanup Jans sey
R e e

AT o0 Yoo TN o vy (o
E 2A3112G 03 YNOIIP punoy ays 14 payoene pey seaq e ey une

e
| TR~ oy o eped—
ST 50 of SL ). gy vy o 1g

2NI01242:d pue ssyays ssajawioy ¥l 10u op sjdcbd ssajatiioy

ooy ePreuey P &
3 c&«#w{ﬁ.l%se:%

40 %S¢ 103 swiep Jadedsmau |

1s32ua3uas Suimoljof ays oy aseaydesed umo no,

Sui2iqoud 2213 noqe a31um ued syassajope Jewp sy eyuieny

UM 011 $3U9353J0pE 350U J0 Weasp 3y} Jeyd sanalaq eyLie

Slimduiom s swiziqGoid 3ussajope inoge unum eys sjpe eyyieny 9.
waigoud Jl2u3 n0ge a3um 01 x| uaas310PE Jeys YUY ey -6

AnOGE 21 01 UeLI0dw | SUss|q01d 3U353(0pe 4o 3nsst 3y zeuy S eyuey g

21 210U SInpe s asnqe ajess)

“UBIPIIY> UM 1B 3snge o3 Ajay 210w

“eniadw Suiyjewos

103 35nGe [eusa1ew 1noge Aynisa) oym spis p

48 URPIIY) Se pasnde aiam oum UBWON,
‘SaAasWay) asnge

' UoUm siauiaus 112u1 jo asnge au3 pansesqo oym uswom g

U933 SE Jay10W 4191 0 3sqe a3 passaulm oym uswom,

24npU3 03 Ala¥) 210w ase 3unoA asam Aa
SUNPE 31N 3W033q 03 Ajay alow ase

30U pIp oym s
424 2011 TR 52 2E0q8 a1esojey dew mence ezl el G BRI e1ep yoseasay p

421134 5,28pnl 343 pawosiem Ainfayy -p
IPI3 LW Ue o 13dsosd au pawosjem a8pnfay; a7
Vo 5 ancg— P42 € 38 2 03 Ainf ays payse s8pnf ay) o
PaAalja1 sem a8pnl 243 w1paan sy pasunouue Ainf Spusym e
“IPIAA SY 23unouue 0 Apea Ajjeuy sem Ainfay uaym panaijas sem a3pny. ay g

{Pnw se 50p umo suedLBWY Jo 66 p
94 U1 51 3[eaM 5 A3UN0Y 3 jo s 32
HIE3M $ A11Un0d 343 10 %40 umo woos
11410532436 310 3534211 a1 ‘S1es 1wa1n 343 3e mos8 3 senupucs sood PUE DL Uaamaq deBau y g

ueaHUIY J01501 34y se Ayjeam se saui 0y ase ST 35a1po sy e
U0 SUBDLIBIY J0 3u3213d 200 15301 243 Jeu parioda) g seyy
9 S42U0w Wwadsajope jo sz
S43430W U3259]0pe 40 Japsenb 24
Aepiaug
Pu093S 514 534231 AGeq 3511 a3 210499 Aqeq Jazoue sey $I2430W 3Ua2s310pe Inoy 4o 300 3ug 9N
\$12253(0PE 1€ Oy SI3U3oul 03 10G 31 Saiqeq Jo e
™ Adeq pu2as e aney Aqeq 3uo aney oym SURDs3j0pE JO 9457
£MOJ3q 533u23Us MY 3 03 Bupueaw U135350) 2.e s33u3juas wiym

Wiy TbuIspIYdoInd/I53., /npa-Auns Aol qam//-duy wouf pardopo h
S3spaax3 Suisesydesey

"% 3s34ou 3y se
SUEDLIAWY 40 54T Ajuo o spuey

ilEam s AuN03 243 10 s40p

iz
PI0 sie2A om) 3Je 531984 151y 1242 UaL UjeSe Jueuoud suoas

051 110G 3511 1943 UBYM g sen3

43419 5 Aqeq 1521 343 40 saeaK omy Uiy 3

BweN





