Course Titles: Academic and Employability Skills (BMWS4001)
Course Lecturer:Llyod Beharry
University of Wales Trinity Saint David
Student Name:Ann aderibole Johnson
Student Number:1907769

























Table Of Content:
-Definition of skills
-Types of skills
-soft skills
-hard skills
-Employability skills
- Academic Skills
-Application to my Job
-Team player,Good Communication
-Good timekeeping and attendance
-Create a Swot analysis of myself
-Create a personal development plan of myself
















Introduction   
In this  report  am going  To be   looking at  the  meaning and   types of  skills , specifically  soft skills , hard skills, employability  skills and the  academic  skills that I have  acquired during the  course of my  university  studies.
   A  skill is  an ability to do an activity or job well, especially because you have practised it according to the Cambridge English dictionary

The Collins english dictionary defines the term soft skills as “ desirable qualities of certain forms of employment that do not depend on acquired knowledge:they include common sense,the ability to deal with people and our positive,and also flexible attitude.According to (Parsons 2008) states soft skills are interpersonal and broadly applicable,while(Dixon et. al. 2010) view soft skills as,”a combination of interpersonal and social skills e.g communication,self awareness and group collaboration.
  In  relationship to my  job or workplace  employer  they are seeking for  employees  with soft skills  which are  applicable to the  healthcare and beauty sector.

       Hard skills are acquired through formal education and training programs, including college, apprenticeships, short-term training classes, online courses, certification programs, as well as by on-the-job training.Both hard skills and soft skills are important in the workplace.Hard skills include the specific knowledge and abilities required for success in a job. Examples of hard skills include computer programming, web design, typing, accounting, finance, writing, mathematics, legal and other quantifiable skills that are included in the requirements for a job.These types of skills are learned and can be defined, evaluated and measured.For example in my workplace,your being offered training and development programmes on computers,software

     Employability skills are   a group of essential abilities that involve the development of a knowledge base, expertise level and mindset that is increasingly necessary for success in the modern workplace 
Read more: http://www.businessdictionary.com/definition/employability-skills.html.
Furthermore according to professor Mantz Yorke(2004) “a set of achievement skills understanding and personal attributes that make graduates more likely to  gain employment in their chosen occupations,which benefits themselves,the workplace,the community and the economy”.

My  duties include carrying out needs and customer surveys, completing support plans, and carrying out reviews in compliance with policies and procedures laid out by the organisation. In order to meet the needs of service users, I support service users to access suitable resources that will address individual support needs. In my present role, I work in the makeup industry where I specialise in my own business where my clients come and do their makeup and I also get their customer satisfaction as well.
 I am able to write clear and concise support plans and risk assessments. I work well within a team, contributing to team meetings and share my training experiences and can also work independently, which is reflected in my case management. Through completing this placement I will be equipped with skills to deliver services to vulnerable adults, children and families. I hope to acquire greater sound knowledge of working with various statutory frameworks.



  
      Academic Skills
Academic Skills are all about helping me become a more effective learner at University level and developing the research and study skills that will help me  now and in the future.Developing good academic skills will help me achieve the academic success that reflects my  full potential.  Most of the skills  I  will develop during  My studies are transferable to future careers,  thereby can help even after  I have left University.
 I  have been   supported by  an Academic Skills team, based within the Library,  made up of Subject Librarians, Study Skills and Digital Capabilities experts who are   supporting me with  my academic   development  as  these essential.. skills.https://www.staffs.ac.uk/support_depts/library/academicskills/  
[image: ] All this  are aspect  that   I have  to  learn and  develop  through my  academic  time at university.
   On the other hand we are going to be looking at  of employability skills and the soft skills which i have to use at work and  school. I have strong communication skills. These refer to my ability to convey information clearly to others in my workplace and in class with my classmates. I have good written, verbal, and nonverbal communication skills. Part of being a good communicator also includes being a good listener;.Effective communication is an essential skills to build up a good working relationship with my colleagues and classmates,it also involves applications of specific competences,such as active listening,providing constructive feedback according to( Levasseur 1991).Therefore coming back into higher education has helped me to develop my capability in written,listening,presenting in group assignment.Thereby building my self confidence.



[bookmark: _1qqnknylywx3]Teamwork
Teamwork is important in almost all work setting.I work on a number of group projects at work and at school and for teamwork its very important, to be able to get along well with others and carry their share of the workload.I still needs to be able to get along with other colleagues. I work and collaborate with other colleagues at work and at school by cooperating, being supportive and helpful to carry out group tasks. Teamwork work helps to facilitate group allocations,especially at work,it makes it easier and faster to get assigned tasks done as each member of the team is allocated what to do. Finally teamwork helps me to manage expectations from management at work and from lectures at university.It also helps to build up a level of reliability because we rely on each member of the team for group tasks to be done and for group assignments to be completed.
Time Keeping 
I am very good at time keeping,good attendance at both work and school.Meeting up deadlines,at work and at school.This is very important as most employees.
So important are these soft skills that they are reportedly worth over £88 billion in Gross Added Value to the UK economy each year – and this contribution is expected to grow in real terms to £109 billion per year by 2020.
A lack of employability skills doesn’t just affect individuals who might struggle to find and succeed in employment without them. A soft skills gap also impacts negatively on organisations struggling to recruit and retain the employees they need to drive their business forward.
For example in my beauty and health business, a lack of interpersonal and communication skills could lead to me  missing customer opportunities – or business going to other  competitors. Issues with time management can result in  me being delayed and decreasing productivity. And digitals skills are also essential for  my business as most i do are online,replies and contacts for example via emails,as its more  efficient in carrying out my business. 
Personal development skills are likewise highly valued by employers. All organisations experience change, and employees who are continually learning and developing are more likely to cope with change. They’ll be able to adapt to new environments and people, seek solutions and find new and innovative ways of doing things. Ultimately this is what keeps the most successful businesses ahead of the competition.

MY SWOT ANALYSIS USING THE JOHARI MODEL

	Strengths

My strengths are that I can work well in a team as well as individually as i work in the makeup industry i am given more chances to show my strengths and therefore be put in the light for more opportunities
	Weakness

My weaknesses are that i find it quite hard to ask for help and meeting deadlines of homework.

Another weakness is that it is sometimes hard to work in a team efficiently as im so used to working on my own but it's something I can see it being an issue but i'm working towards making this no longer a problem.

Another weakness I have is time management,I may be late to events due to situations beforehand that are beyond my capacity,an example would be traffic on the way to school.

	Opportunities

Opportunities I have are that I can have a good job,a promotion in that job could be a good opportunity too.

Another opportunity is that i can make a lot of money

Also Another opportunity is that I can help people in any way i can especially mothers

Anothers opportunities I have been given is being accepted at this school
	Threats

Threats i may face is finding minder to look after my children and disruptions when travelling to school

Another threat I face is that maybe because I am part of the BAME communities it could make it harder for people to want to employ me.

Another threat would be that others would have maybe more experiences than I have in the field I choose to go into so I would work harder to earn my place in the workplace









      The Johari Window model is a disclosure / feedback model of self awareness, an information processing tool. The Johari Window actually represents information – feelings, experience, views, knowledge, attitudes, skills, intentions, motivation, etc. within or about a person – in relation to their group, from four perspectives, which are described below. The Johari Window model can also be used to represent the same information for a group in relation to other groups. Johari Window terminology refers to self and others: self means oneself, i.e., the person subject to the Johari Window analysis. Others means other people in the person’s group or team. 1. Open or Free Area – what is known by the person about him / herself and is also known by others. 2. Blind Area – what is unknown by the person about him / herself but which others know. 3. Hidden Area – what the person knows about him / herself that others do not know. It is also called the façade. 4. Unknown Area – what is unknown by the person about him / herself and is also unknown by others.

Personal development plan
Personal Development Plan
	What do i need to Learn?
	What will I do to achieve this?
	What resources or support will I need?
	What will my success criteria be?
	Target dates for review and completion?

	Improve handwriting

English Writing
	Write more everyday

Speak or write most of the time
	Help with academic materials like books,journals

Help with deadlines
	Get feedback from the lecturer




	Make sure at the end ive improved and developed all my digital skills



 plan
Personal development skills are likewise highly valued by employers. All organisations experience change, and employees who are continually learning and developing are more likely to cope with change. They’ll be able to adapt to new environments and people, seek solutions and find new and innovative ways of doing things. Ultimately this is what keeps the most successful businesses ahead of the competition
Conclusion
To conclude I would say that my report reflects everything I have been able to learn and develop in this model. It has also helped me to develop a personal development plan, which helps me to achieve academic goals.therefore both soft skills and hard skills are paramount in building up employability skills for the future as every employer seeks both soft and hard skills in moving their companies forward.
To conclude I would say that the information I have gathered from this assessment are that my strengths overcome my weaknesses but they are still some major threats i need to cross to be able to gain access to the opportunities that are available to me and the things I may do are listed above in the swot analysis and personal development plan I have written.
Another conclusion I have made is that my employability skills are very good skills to have but there is always room for improvement so I can have a good,long-term job in the future.
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