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[bookmark: _Toc28864848]INTRODUCTION
This structured academic report seeks to evaluate my employability and academic skills.  It is a self assessment report, taking into consideration all the present modules being taken, Academic and Employability Skills, Digital and Research Methods, Effective Team Working and Communication and Professional Career Development.  Evaluating my Hard and Soft or Transferable skills, will enable me to make an objective assessment of my Employability skills.  Transferring the theories learnt so far to one’s present workplace or what I plan to be after the completion of the Higher Education Certificate course, identifying my strengths and noting where improvements are needed.  Will my Employability skills fit into the future’s highly digitalized workplace or not?
Presently, we exist in a digitalized working environment which is characterized by constant change.  Thus, employers are also moving with the time, they now seek to employ graduates that have the relevant employability skills, to give them a competitive edge within the industry in which they exist.  
[bookmark: _Toc28864849]SKILLS

According to the Chambers Dictionary (2011) a skill is having the aptitudes and competences appropriate for a particular job.  That is having expert knowledge.  Therefore a skill can be defined as the ability to perform an activity or job functions efficiently and effectively.
[bookmark: _Toc28864850]HARD SKILLS

Hard skills are taught and can be measured or are easy to quantify.  Hard skills are normally a specific set of abilities directly related to the job role that use them (Doyle, 2019).  This is because without these specific abilities such jobs cannot be performed, for example a Medical Practitioner or a Pharmacist.
[bookmark: _Toc28864851]SOFT SKILLS

Soft skills can be identified as the distinguishing qualities of a person that helps in their work behavior, influencing others and in their professional understanding.  It is the necessary interpersonal skills, that can be applied to all jobs and the way an individual connects to, participates with and influences other people (Cottrel, 2010).  According to Cottrell (2011) the three most demanded soft skills are communication skills, team-working and leadership.  There are also time management, problem solving, decision making, interpersonal skills, work ethics, flexibility, to mention a few (Maund, Schriek, & Tinkler, 2017).   The soft skills evolve progressively from a persons’ practical experience through the performance of a person’s job and personal daily life, the skills are not restricted to the person’s occupation but can be used in any job description (Lowden, Hall, Ellot, & Lewin, 2011).  Soft skills or Transferable skills are abilities that are needed in all types of jobs, they are often difficult to measure, but enables the smooth running of the workplace (Cottrel, 2010). 
[bookmark: _Toc28864852]EMPLOYABILITY SKILLS
Employability skills are the successful group of personal qualities, efforts and understanding that will enable individuals to be gainfully employed and make them successful in their chosen jobs that will be advantageous to themselves, the company, and the society at large (Lowden, Hall, Ellot, & Lewin, 2011).   Employability skills refers to the combination of both academic and transferable skills needed to obtain and maintain a job, to succeed within an organizational setting, ultimately adding significant value to self and the organizational long-term objectives (Singh, 2008).
[bookmark: _Toc28864853]COMMUNICATION

There are some transferable skills that overlap into both academic and the work environment, such as Communication skills.  Communication is making information known by speaking, writing or using any other channel. Oxford Dictionary (2nd Edition).  It is needed to understand what is being taught, how to write and read information, as well as express what has been or is being communicated both in the academic and workplace. Such as writing, using formal language in academic reports, note taking, gathering information for research purposes via the internet and library resources, all these require effective communication skills in the academic setting, while in the workplace writing of emails, the use of digital media, writing of standard business letters, interpersonal interactions with people require effective communication, which in turn enables a smooth flow of communication.
[bookmark: _Toc28864854]TEAMWORK

A team is a number of persons who influence each other and work together efficiently and effectively to achieve a common goal. (Daft & Noe, 2001).  According to (Maund, Schriek, & Tinkler, 2017) a term is a group of persons who are closely connected, firmly established and rely on one another to achieve specific objectives.  Team work is used in both the academic setting as well as in the workplace.  Individuals will collectively work together performing their job functions to improve the quality of the service that is being provided, working together towards the same goal (Trought, 2017).  In our Digital skills and Research Methods Module we were grouped into teams to do a group presentation.  We had to collaborate, collate and coordinate with each other, to ensure that the final presentation had a coherent flow of ideas.  Furthermore, as a Care Worker I work in collaboration with my colleagues, Manager, the Administrative Office, Representatives of the Service User, and other professionals as a team to provide the best quality support and care service.
[bookmark: _Toc28864855]TIME MANAGEMENT

Time Management is an essential factor in a person’s life.  Time management is the way a person organizes ones time among the various activities one needs to do, it could be within a day, week, month, or over a long period of time.  For instance being punctual as a student or worker is essential, whilst arranging one’s activities as a student or a worker within the required time and meeting deadlines shows time discipline.  A person has to organize one’s priorities appropriately, ensuring that the most important activity is attended to first and the next, 
subsequently follows.  In both academic and the workplace meeting deadlines is essential, as it reflects efficiency and effectiveness in ones performance in assignments or projects.  Procrastination causes a lot of stress.  In the Care setting time management is essential because we are dealing with vulnerable individuals, who need prompt attention, when providing a service of support and care.
[bookmark: _Toc28864856]S.W.O.T. ANALYSIS
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 (by Author)
Going through my Professional S.W.O.T. Analysis I think I will be able to use some of my strengths and opportunities to improve some of my weaknesses and my threats, to be able to reduce the effect on my career to the barest minimum.  For instance, the opportunities I have are the UK government policies, being able to come back to the university and transitioning my Career to being a Care Worker are great opportunities for me. Government support on student financing, has enabled me to continue my professional career development.
I will harness my strengthens of being an effective communicator, hard worker, dedicated, reliable and persevering, to improve my weaknesses of procrastination, slow at making decisions, poor digital skills and poor presentation skills. I feel all these weaknesses can be improved upon via the various modules being taught at the university, which have various transferrable skills included in their outline. Thus, this will improve my weaknesses and reduce the effect of my threats to the barest minimum. 
On completion of the Certificate in Higher Education Skills for the Workplace (Heath and Social Care) I will be able to use my interpersonal skills confidently at the workplace.  As a care worker, my focus will be to improve my interpersonal skills because in my career, interpersonal skills are important to provide the best quality care.


[bookmark: _Toc28864857]JOHARI WINDOW
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(Google, 2019) 1.2
Johari Window is an academic tool or communication model that helps effective interpersonal communication by the conscious knowledge of one’s own characteristics and comprehension, if executed appropriately it will not only alert managers of the significance of soft skills but will also establish original ideas and enhance collective learning (Saxena, 2015).  The Johari Window propagates the 
disclosure and constructive feedback of information.  It is one’s own knowledge as well as others, about feelings, experience, views, attitudes, skills, intensions, motivation and so on.   This is how a person is aware of these attributes, discloses information and receives and gives feedback (Saxena, 2015).   As shown in the diagram 1.2 the model is divided into 4 quadrants/areas. 
The open area is the focus in the quadrant, the more the disclosure of information in the hidden area by oneself and the more the feedback from the blind area from others, enables the open area to widen both horizontally and vertically.  This process identifies areas of usefulness as well as areas of improvement by either oneself or as a team, which enables individuals to be more efficient and effective. This academic model, Johari Window will be useful to me in the care setting, since my immediate goal is to become a Lead Adult Care Worker which will require the supervision of a team.  It will enable me to enhance disclosure and deliver constructive feedback of information.  This will establish a conducive work environment, where there is a regular flow of information about oneself, team members, the organization and the service users.  
[bookmark: _Toc28864858]ACADEMIC SKILLS

Academic skills or study abilities are also important, they aid employability skills. Study approaches boost our ability to retain and recall information that has been learnt, this could be by experience gained or taught directly. When writing an academic paper like this, literature extracted has to be summarized and paraphrased, while the person has to avoid plagiarism.  A person has to give in-text citations, that is referencing or acknowledging the Author of the literature cited.  According to the Cambridge Advance Learners Dictionary (4th Edition) Summarizing is to convey the most significant facts or ideas about something or someone in a short and concise manner.  It is making a long piece of literature short, but also being comprehensive or detailed.  A person must ensure that sentences or phrases reflect an identical meaning of the author’s literature.  The author’s literature can be paraphrased by changing the author’s words and rewriting in ones’ own words.  This can be done by using Synonyms, changing the word class, or changing the word order that is shuffling the same words.  Plagiarism is the use of another person’s idea or part of their work and pretends that it is your own (Cambridge Dictionary, 2013).  That is exploiting someone else literature and not acknowledging the person, by behaving as though it is your own piece of work.  Summarizing and paraphrasing is essential in both the academic and workplace settings, such as the care setting. To be able to handle vulnerable individuals you must be able to communicate effectively and one of the ways to do this is through active listening which requires summarizing and paraphrasing. 
[bookmark: _Toc28864859]PROFESSIONAL DEVELOPMENT PLAN
According to (Morgan, 2017)) there are two types of Development Plans, these are the Personal and Professional Plans.  The Personal Development Plan seeks to improve personal abilities that are of marginal importance to the workplace, while a Professional Development Plan is a detailed proposal that aims to achieve or improve one’s’ abilities that are essential to the workplace. It gives a detailed step by step procedure of what a person wants to improve or achieve, that is ones short and long term goals.
At present I am a Care Worker, and my short-term goal is to become a Lead Adult Care Worker in the next one year, while my long-term goal is to become a qualified Nurse within the next five years.
I have taken the opportunity to come back to the University to acquire a Certificate in Higher Education Skills for the Workplace (Health and Social Care).  This will enable me to acquire new and improve my academic and transferable skills that are relevant to the Health and Social Care sector and acquire managerial abilities to elevate my present position.  I have observed that I am weak in my Presentation skills, IT skills, Interpersonal relationship skills and Time Management, while my colleagues and course mates observed that I must be more assertive, confident and be less of an introvert.
To improve my digital skills, I have arranged foundation lessons in Word and Excel, so that by the end of my one year course I will be able to work with these programs confidently.  For the presentation and interpersonal relations skills, I will put more effort in learning the content of the presentation to be more confident and practice my presenting in the presence of my class mates.   The interpersonal relations, I will try to join a professional body as a student member, which will allow me to interact with members in the same related field.
The resources to achieve my short-term goal are in place, the government has supported by providing the student finance, which has allowed me to enroll in the University, while the institution provides student support and the various modules offered that will enable me to acquire relevant academic and employability skills to become a Lead Adult Care Worker within the next one year.  While the latter will be a stepping stone towards becoming a qualified Nurse within the next Five years. 
[bookmark: _Toc28864860]CONCLUSION
[bookmark: _GoBack]A graduate requires both academic/hard and employability skills to function effectively and efficiently in the workplace.  As a care worker I require both skills to function successfully in the Health and Social Care sector. In the Health sector, soft skills are very important since it is a person-centered, thus as a Care worker, improving my interpersonal skills is my focus. Enrolling in the University to study has given me the opportunity to improve my academic and employability skills.  I belief that all the modules to be offered during the course will improve and develop new skills that will make me confident and readily available to become a Lead Adult Care Worker, which will also be a stepping stone to enable me to continuously develop myself to become a qualified Nurse in the next 5 years.
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Class Name:

Paraphrasing Exercises
‘adapted from http:/web.jjay.cuny. edu/~esl/paraphrasingL.htm

Which sentences are closest in meaning to the five sentences below?

1. 25% of adolescents who have ane baby have 2 second baby within two years of the st baby's bith.
5. 25% of bables are born to mothers who are adolescents.
(One aut of four adolescent mothers has another baby before the first baby reaches hs second v
birthday.
A quarter of adolescent mothers gives birth when thei first born Is two.
W 25% of adolescent mothers become pregaant again when their first babies are two years old

2. Ithas been reported tht the richest one percent of Americans own 40% of the country's wealth,
2. The richest 1% are 40 times as wealthy as the rést of Americans,
b, Ifthe gap between ich and poor continues to grow at the current rate, the ichest one percent will
5000 own 40% of the country's wealth,
5 40%of the country's wealth i n the hands of only 1% of Americans. v
. 99% of Americans own 40% as much as the richest 1%

‘The Judge was relieved when the jury was finally ready to announce its verdict
3. When the ury announced its verdict, the judge was relieved.

b, The judge asked the ury to arrive at  verdict.

& The judge welcomed the prospect of an imminent verdict. ¥

d. The Jury welcomed the judge's relef.

4. Research data suggest tha gl who witnessed maternal sbuse may tolrate abuse a5 adults more than
aiswho did not.
2. Women who witnessed e abuse of their mother s teens are o ey o become abusive aduls.
7" Women who observed th abuse o their mthers when they were young are more kel o endre
abuse themseives,

. Women who were abused as chidren are more Iikely to abuse their own children.
. Girs who testify about maternal abuse tolerate abuse as aduls more readily.

5. Martha thinks that the issue of adolescent problems is mportant to write about.
a.__Martha thinks that adolescents ik to write about their problers.
Marth feels that wrting about adolescent problems is worthuhile.x””
. Martha befleves that the dream of most adolescents s to write something important,
. Martha thinks that adolescents can write about thei problems
Write your own paraphrase for the following sentences:

1. Alocal newspaper claims that 75% of all homeless people do not ke homeless shelters and prefer to e
asthey donow.

A s‘\{&\ i = locsl News papac sheded) fsf 2 mrotuwmmvaae(l
&c« ATe WE 0N Tl SHeEVd ey e in hame,\a.\s Sheles
2. Tonby 18 i aunt thaa bear had atacked i, which She found Gfeul o bave.

‘é‘m\nﬁx\s Ak Found N ffieut ts believe ths| €onney had keen ofprciest
3. Rione wh has ever diventhrough the Mojave Desert knows that one sould aways carry a supply o

extra water,

A SSon s shonlel xqu mere Wan eamgli Wil when YRuel(nsy

. 6the 138 illonacre o tht Ntive Amerkans owned n 1887, 50 millon acres e taken away
bywhitesby 1932 \n 1932, 4S YRATS \=mker fSalive Ameritauns ow et oy

48 Mlion acces of (e Wil Yo whikes owned 90 milli seces-

5. Awoman who was nominated by the president to head the department was quickly aparoved by the

boardof trustees. (. @omrel Of-Teusiees quickly endotses)
Pre=i e s aomivalven of fan woman e the Bee |
of tha Angercimant-,
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Paraphrase the following sentences from student paragraphs to avoid plagiarism.

1. However, college students today are the first groups of students to need the Intemet for
most of their schoolwork.

QAMMMW(:’Q%MQ@ ALeat.
Studeaks §s e wsst oL Mool ¢ sse= dgonit worl .

. Chinese speculators are able to realize profits from this buy-and-sell practice as property
prices are currently on the upswing.

Ahe Cugent increase b pries witin W propady
Basiness s <ol Oinese soealslees & gim ﬁ‘@«;‘\\j

Researchers have found a strong association between computer and Internet use in
adolescents and engagement in multiple-risk behaviours (MRB), including illicit drug.
use, drunkenness and unprotected ScX. SEME. Ra s TinerS Aisceiesec Fst

o) ComQulis nakwrikung ks sttmely been conmacted b5

=ddescenl waywacrdaess sudn e Negal use of daugs, being
\nhoxicsted =5 wel Wty uns=fe alioRey.:

4. Drug resistance remains a major problem in combating HIV infection, but a different
approach (o drug development could be the answer. (Y fs = <rug resistant

Qs ase Widh WSS bon o g dormat e Presediva 1t howeds;

WSIY Sineio (eSeavet, Nelkod) © Aevelsp e\m@ ol e
e Solunen

5. North China's Shanxi Province, the country’s largest coal supplier and most polluted
region, has the dubious distinction of having 16 cities on the list. Neither Beijing nor
Shanghai appear on the list The report found that only 22.94 percent of sewage was
treated adequately in the cities surveyed and less than 20 percent of houschold gafbage
‘met with proper handling, It said 178 cities examined had not built any sewage treatment
facilities and 130 cities had not been equipped with garbage disposal plants.

Being ons of s \scgest coml supplies avd Yo mest

Polued scea, Mo clinc!s Shanx OrosinG. mam_
\AQA\\PEQ ol \nswivg o chies 9% Wi chy \%eT
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[y Sewage Nrestomank Nsdneries wWhls 22949 wae
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In-class exerclse 2; Summarising (Oct 2019)

Student Name: Dok, © + ko< A-Mulils  seydent 0/6roup: (106853

‘Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be retdrned
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 your Task 1 (part of the Assigament for this module).

Ex1

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 inta top pasitions 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-leadership, says consultant
Lars Sudmann. Being aeader s  ltle like being a parcit; beforehand, we have all these rosy visions of how
we're going to do t, how incredible we're going to be, and how we'llsidestép the mistakes that we see other
people make. But when it's our turn to assume the role, w find that realty doesn't match our expectations
of 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 wasfighting against certain entrenched factors that keep alleaders
from improving. Like many in the working world, leaders have too much to do and not enough time to do it
they don'tclearly think through their priorities and strategies; and being in a position of power causes them
to assume that the people beneath them willtake care of alot o 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 self-leadership.

First ofal,you need to be aware of your shortcomings; leaders need to know allof their biases, predilections
‘and weaknesses. Another idea s to take 5- 10 minutes every day to think about the challenges you've recently
handled and the onés you'll soon face. While Marcus Aurelius was fond of reflecting in the evening, Sudmann
ks doing this over morning coffee. Questions to pose include: “How did my leadership go yesterday? How
would the leader Id like to be have faced the challenges | faced? What about my challenges today? What
could i do differently?” Write down your thoughts 50 you can refer back to them and learn from them.

Also, regulate your feclings; 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 2 scale from 1 to 10, how important s this ssue
right now? Then, give yourself a moment to thnk: “How would the leader | 3spire to be handle this situation?”
The answer will come to you.

Lecturer’s signature: Date:
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In-class exercise 2: Summarising (Oct 2019)

Ex2

Re-read the text ‘To be a great leader, you need to start by leading yourself’ on the previous page.
‘Summarise main ideas from the text in yourown ‘words. Write about 175 words.
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Trinity Saint David Academic and Employability Skills - BMSW4001

Tonoon Term 1
Paraphrasing (Oct 2019)

In-class exer

Student Name: MOlscs . e\ Mcalds) student 10: 19065

‘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 passag

Chocolate has always been considered an affordable ttle 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 companes, 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.
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54 {17 in-class exercise 1: Paraphrasing (Oct 2019

Ex.2. Complete the blanks in such a way that the meaning of the second sentence is as close to
the original sentence as possible, using the word in brackets where given. Pay attention to
grammar and make sure what you write matches what is already gi

1) There will be a féw changes around in the office. (announce) averges

The boss ssaodlncas) ek sfeme-Cranges e will be sems /i the office.

2) He doesn't write to me 24 frequently as | wanted
twish he ol ufrite e me msre fresuently wetesmted

3) We were concerned about her health
We had some_Cancarn =toouk Wer hWaallk
4) You weren't careful, so you made so many mistakes. (had)

If you s\ Yosa o more Cacefal, ou wodet 0ot ve welso many mista

) The council cut funding so we could no provide free parking.

6) His proposal was a failure as it was too theoretical. {relied)
His proposal msum&% \’f/ke sse ba celed Yoo wueh on tt\@rﬁ.

7) It was Mary who stole money.

Heaccused Wimeyy of - Stealing tha aney ]
) He seems well-cducated. However, he's not very brigh. although) .
J\Xém%\_/é\,c;@ﬂ well-e. flligeak -

9) Univer
students,
The responsibiity for Sermpretne ading_e\sqiaiem And sitribution Grwenans
1S Places on shuddaks 5y UATusives:
10) 33% of adolescents who have one baby, have a second hymm two years of the first
baby's birth. (third)

One Anig) ok Addescents have = Fecond bbby wilhing
s Eses, of Yaning one. ooy

Sy el | oo

s place the burden of understanding plagiarism and attrjution conventions on
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