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Introduction
Skill
Skill is defined as the ability of an individual to perform a task with the results predetermined within a particular time or energy. In order to acquire a new skill, it is imperative to be surrounded by a specific kind of an environment and the circumstances to assess the skill level being displayed and used (Wiek, Withycombe & Redman, 2011). 
Employability Skills
The employability skills are defined as the transferable skills that are required by an individual in order to make himself/ herself employable. It requires an individual to possess a specific understanding of the technical knowledge, the knowledge of a subject and along with that, the employers also often mention the skills that they require an individual/ employee to possess (Miller & Votruba-Drzal, 2013).
Working in an organization was specifically challenging for me as I used to lack the basic communication skills, during the academic period I used to avoid the circumstances where I had to give a presentation and explain something to another person because of my poor communication skills. However, initially, even in my employability period, I avoided situations where I had to give presentations nevertheless as an intern, I was required to report my supervisors daily and then present the daily progress as well. During my employment period in one of the top famous financial firms, I have learned multiple soft and hard skills that are required by an individual to possess in order to work in a financial institution. I realized that in order to have a successful career, I need to overcome my fear of talking and get along with other people, which includes the co-workers, managers, clients or customers. Following are the soft and hard skills that I have developed in my internship period, and I believe it is impossible to survive in my professional career without possessing such skills. 
Soft Skills
Communication
It is imperative for the employers to possess strong communication skills, as an individual requires to communicate with another person such as the clients, customers, employers and colleagues. The communication skills are not only restricted to the speaking power, but it also includes the listening, negotiation and the non- verbal communication which includes the gestures and the written communication as well (John, 2009). With the constant and friendly pressure from my supervisor, I gradually began taking up the role that required me to speak in front of my colleagues; therefore, with time, I developed the skills of effective communication.
Critical Thinking
Critical thinking is related to effective decision-making; if an individual lacks the skill of critical thinking, then it is highly unlikely for him/ her to make an effective decision. The skill of critical thinking is further related to creativity, curiosity and flexibility in one’s nature. I gradually learned to develop and increase my desire to learn more and gain more experience with the flexibility in nature as the flexible nature of an individual helps him/ her learn more (Gunn, Hearne & Sibthorpe, 2011). Along with that, since I already possess strong skills in critical thinking, I did not have to work on this skill. With the effective communication skill, which I learned during my internship period and the critical thinking, I was able to think out of the box which led me to the permanent position in the financial firm I was interning for. 
Leadership
Leadership skills were other skills that I lacked significantly as, without communication skills; it is impossible to display effective leadership skills. However, this internship period had been very helpful in the development of the soft skills which I am certain will help me in my future.
Hard Skills
Hard skills are known as the skills that one needs to possess for one particular job. Since I was interning for the financial firm, I was supposed to possess strong financial skills; During my academic period, financial reporting was my forte which helped me drastically in my internship period as I was supposed to present daily financial reporting in front of my supervisors (Votruba‐Drzal et al., 2016). Along with that, I have a significant understanding of the technology that is required to work in a financial firm, along with that I have an understanding of the financial spreadsheets as well which helped me significantly in my internship period. However, due to the poor interpersonal and communication skills I had to struggle initially as in order to be successful in your career, one has to find a perfect combination of soft and hard skills.
Personal Development Plan
Goals
I plan to ache a position of Financial Executive in one of the topmost financial firms of UK.
Priorities
I plan to focus on my goal; therefore; it is going to be one top priority for me. Along with that, all the skills that I require learning to work in the financial firm and focus on enhancing my communication and interpersonal skills as well. As I believe possessing hard skills only is not enough to have a successful financial career; therefore, I am working on improving my interpersonal skills as well.
SWOT Analysis
In order to have a successful financial career, I believe one has to perform a SWOT analysis to have a clear identification of the position that one is capable of.
Strengths
My biggest strength that I believe I possess is the drive to learn, which I believe is going to be very helpful in my future as I am always desperate to learn or try new skills or knowledge. Along with that, as mentioned above, my strong financial reporting skills and the preparation of the spreadsheet are the additional strengths that I seize. 
Weaknesses
As discussed above, my poor communication and interpersonal skills have always been my weaknesses; however, this experience of the internship has helped me overcome this weakness. 
Opportunities
I believe I have a strong career in financial firms due to the hard financial skills that I possess. Promotion to the Financial Analyst can be the greatest opportunity for me, and along with that, I believe I can be appointed as the financial advisor in one of the biggest MNCs of UK.
Threats
The biggest threat that can come in my struggle for a strong and successful career is my will to achieve it. I believe a fear of failure, not trying new skills and inefficient risk management can become a huge threat for me.
Support
The main support that I believe I am going to receive is from my parents, my teachers and then my supervisors.


Academic Skills
The approaches, the strategies and the skills that are applied for the learning of new language in the school are known as academic skills. The academic skills are generally considered critical to the school success, and they are further considered important for the acquisition of good grade and are useful for the process of learning throughout the life of an individual (Lerkkanen et al., 2016).
However, the skills that I acquired in my academic career and that I believe will help me in my professional life are as follows.
Time Management Skills
The effective management of time is the key to have a successful life not only professionally but personally as well. As the effective time management helps in achieving more in the shorted period of time, which further leads to more spare time, which one can utilize in learning new things. I achieve this skill by being focused on one task at one time, along with that I am personally an organized person; therefore, I used to use a calendar and checklist to keep track of all of my activities (Baker & Henson, 2010).
Team Working
Teamwork has its specific importance in both academic life and in the professional life, tam work is considered important as it helps in motivating unity in students and students tend to learn more when they are working in a team (Diamond & Lee, 2011). Sharing of knowledge and skills become easier as the student gets a chance to gain insight from the multiple perspectives. During my academic period, I, along with my group members, was supposed to prepare a financial statement of an organization as term paper; however, I was not aware of the spreadsheet. One of my team members helped me in preparing a spreadsheet, which is still helping me in my professional life.
Apart from the above-mentioned skills, it is imperative for a student to possess specific academic skills in order to excel in the academic life such as paraphrasing skills, summarizing skills, presentation skills, academic skills and referencing skills.
However, the overall academic period was challenging, as learning these skills was not an easy task. With time and with the help of parents, teachers and class fellows, I managed to learn them all, which I believe will help me in my professional life.
The in-class activities such as monthly presentations and weekly submissions of the report have helped me learn such skills. 
Paraphrasing Skills
Paraphrasing is presenting the idea of another person in your own words it is considered most important in the academic life as by converting the real text in your own language you are displaying a message that you have a clear understanding of the actual text, and you are able to convey the actual content as well (Shapiro, 2011). However, in my academic career, I realized it is imperative to be thorough while paraphrasing as it is not merely a translation task, but it is the translation of one’s idea into our own words according to your own understanding. 
Summarizing Skills
Summarizing is contemplated as another important skill for the student as it has been taught to the students that “Less is More”. The summarizing skills help in enhancing the reading skills of the student because the students are supposed to extract the main idea of the reading and then shorten it to convey it in the précised form. In addition to this, it also helps the students broadening their vocabulary skills (Shapiro, 2011). With the help of this skill, I have realized that I can save my valuable time during the session of the test review, along with that the summarizing skill has further helped me in identifying the key points of the essay and focusing on it. 
Communicating and Presentation
The monthly presentation time was the time I have always dreaded because of my poor communication skills and fear of speaking in front of the class. However, with the help of the monthly presentations, I was able to develop the initial level of communication skill and partially overcame my fear of speaking in front of the classroom. Nevertheless, I realize its importance it helps a student convey the problems that they face in the classroom along with that it allows the student to participate in the classroom and share their knowledge with everybody. Moreover, a message that is delivered poorly also results in the misunderstandings and in rare cases in disaster. 
Plagiarism
In the academic life, it is imperative for the individual to learn how to remove plagiarism as most of the students who plagiarize do not do it intentionally it often happens because of the absence of academic skills. Moreover, one must not exactly use someone else’s idea, as it is considered as academic theft, which is known as plagiarism. In my academic career, with the help of my friends and my exceptional paraphrasing and summarizing skills, I have managed to learn the skills that are required to remove plagiarism from the document. 
Academic Reports
As a student, we were required to prepare academic reports every week, which I believe will very helpful in professional life. Moreover, the paraphrasing skills, summarizing and the plagiarism skills along with the effective referencing skills, allowed me to prepare comprehensive yet concise academic reports.
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Write a paraphrase of the following passage

Mike Erwin never envisioned himself as @ social entrepreneur or activist. While he was no strangef
to leadership positions, his primary experience had been in large, structured organisations He
thrived in the highly regimented program offered by the school. Later, Erwin excelled in his

the founding and growth

assignments in the Army, winning multiple awards and medals. However,
of Team RWB had none of the characteristics of his previous endeavours, Erwin’s enthusiasm and

the organisation's mission caught on rapidly. and Team RWB attracted media_attention
disproportionate to its size. Very quickly, the organisation grew beyond anything that Erwin had
anticipated. Without any intention to do so, Erwin accidently became an entrepreneur.
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Ex.1
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.

The success of ALDI

The food retail industry is a highly competitive market. Aldi understands that its customers want
value for money but do not want to compromise on quality. This case study will demonstrate how
Aldi uses a lean approach to its business operations to offer its customers quality products at
competitive prices. What distinguishes Aldi from its competitors is its competitive pricing strategy
without reducing the quality of its products. In fact, in some cases Aldi’s products are 30% cheaper
than those offered by its competitors. Aldi can do this because the business operates so efficiently.
The three core values of Aldi are simplicity, consistency and responsibility. Lean production ties in
closely with these values. For example, Aldi stores are simple in design and all stores are very similar

which creates consistency.
For Aldi operating efficiently involves reducing costs in all areas of the business. Some of the key
areas where Aldi is able to minimise costs are by saving time, space, effort and energy. Aldi’s
approach to doing this is to run its business around the principles of lean thinking. Whereas other
food retailers have elaborate displays, additional services and promotions that draw customers into
the business, Aldi's core purpose is to ‘provide value and quality to our customers by being fair and

efficient in all we do’. The principles of lean production are planned and built into everything that
Aldi does. This starts within its supply chain. For example, up to 60% of Aldi's fruit and vegetables
are sourced locally where possible, reducing the need for long and costly delivery journeys.

ed for Aldi's

The principles of time based management are also built into the training pro
employees. Through training staff to do a variety of tasks around store Aldi can minimise its staff
requirements. Staff costs can also be reduced as fewer staff are required if they can perform a
variety of duties throughout the store. Aldi’s ‘no-nonsense’ approach to retai
cost saving in numerous areas. These cost savings are passed on to custome
prices, allowing the business to differentiate itself from its competitors in te

ling therefore leads to
ts in the form of lower
rms of price, as well as

the quality of the products it has on offer.
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