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Summary
This report analyses my development, understanding and improving my academic and employability skills.  It includes examples and analysis of in-class exercises.   It also includes three articles which relates to my job as a Nursery Practitioner.  It also includes an account of where I should aim to improve my skills in relation to my professional and academic area.
Introduction
Employability skills are described as transferable skills needed by an ‘individual’ to become ‘employable’.  These skills will enable the employees to carry out their duties to best of their abilities (Employability Skills).
Academic skills are made up of core skills, such as referencing, paraphrasing, academic writing, presentation skills, critical thinking and reflective practice (Academic Skills specialists, 2013).
This report will discuss employability and academic skills.  These are the main employability skills:

Communication Skills allow you to understand and be understood by others.  It may be verbally, non –verbally, written and active listening (Communication skills: Definitions and examples).  This skill is essential in my workplace where I work as a Nursery Practitioner in a Preschool Nursery.
Time Management skills includes a variety of skills which help manage your time effectively (Time Management Skills).  This skill enables me to manage my time effectively at work as well as University.  I am punctual and always reach work and University on time. 
Teamwork is the willingness of a group of people to work together to achieve a common goal (Define Teamwork).  I am a good team player and work well with my colleagues to provide good teaching to the children and setting up plat activities for children.
Problem solving is about using logic and imagination to make sense of a problem and come up with a solution {Problem Solving}.  I need to develop this skill in my work as well as academic career.
Planning and organising skills is the ability to manage self and others.  The resources include time and surrounding circumstances to achieve a specific goal (Planning and Organising Skills).  I am good at planning and organising play activities for children at work to enhance their education.
Technical skills are the skills needed to perform specific tasks which are related to information technology, scientific and mathematical tasks(Important Technical skills with Examples).  I need to develop my digital skills with regards to my professional and academic career.
Self-Management skills are those skills which aids an employee to be more productive in the workplace.  It helps employees to communicate and interact with fellow workers and customers. (Self-Management Skills: Definitions and examples). I need to focus on improving these skills as I hesitate to make decisions at work.
Academic skill includes researching, reflecting, note-taking, styles of writing, summarising, Paraphrasing, digital skills and critical reading.   I am currently enrolled on a course Certificate in the Higher Skills for the workplace Level 4, which will enable me to develop these skills.

Methodology
I have used different tools to analyse my method.  I have reviewed my module units week by week.  My in class exercises includes SWOT Analysis, Personal Development plan, Eisenhower Method, daily and weekly timetable.  These exercises enable me to focus on my goals and the time it will take to achieve those goals.  The SWOT Analysis enabled me to know about my strengths and weaknesses and specific areas to develop.  My other in class exercises included paraphrasing, referencing and summarising.  These exercises helped me to develop my academic writing skills, report writing, presentations and essays.  I also learnt research techniques.  I researched three articles related to my Nursery work.  I have included the three articles in my appendix.

Results and Findings
My personal development plan showed me the steps I need to take to achieve my goals. I have time limit set on my goals which are short term, mid- term and long term.  With regards to my SWOT Analysis, I discovered my strengths, weaknesses, Opportunities and threats.  The Eisenhower method enabled me to develop my time management skills.  In listed the activities which was urgent, non- urgent, deceptive and a waste of time.  I also made a timetable of my daily and weekly lists activities.  This enabled me to have precise knowledge of how to manage time effectively.  In my class exercise of paraphrasing, I learnt to change word order, word class order and structure my sentences.  This skill helped me in my academic writing.  My summarising and referencing exercise also helped me to develop my skills in writing reports, essays and presentations.  I also used research methods in finding my three articles related to my work as a Nursery practitioner.  The Certificate in Higher Education: Skills for the Workplace book also enabled me to research for this assignment.





Discussion
In my various in class exercise, I have learnt many skills.  The evidence of my daily and weekly timetable lists suggests that I have good time management skills.  I am punctual at work as well as attending University.  I try to leave fifteen minutes before actual time, so I am not late due to traffic or train delays.  I am able to complete my work before deadlines be it at work e.g. writing up children’s observation every week and submitting my assignments on time for my course.  The evidence of ‘The Eisenhower Method’ showed me the urgent tasks, non-urgent tasks, the tasks which I can delegate and the activities that are time wasters. I learnt I need to focus first on the urgent tasks at work which is setting up play areas, teaching children and safeguarding children.  I also learnt that I need to do my assignments and homework done my course before deadlines.  The tasks which are less important can be done at alter date for e.g., I can go to further trainings for work at a later date and can read lecture notes and research for assignments later.  I can delegate certain task at work to my colleagues so I have more time to focus on the urgent tasks.  I also understood that I should not waste my time watching television and going on social media, but should utilise my time on important activities.  
The evidence of my SWOT Analysis suggests my strengths, weaknesses, opportunities and threats.  I need to use my strengths which are that I am a good team player.  I get on well with my colleagues be at work or in University.  I manage to complete my setting up play area for the children in the nursery with the help of my colleagues.  I also am able to finish my presentation and in class exercises which require group work and I as a group leader delegate specific tasks to each member of my group.  I am self-confident and have good experience of working with children in a nursery, which I can use to my advantage in opening my own nursery.  I also have the qualification needed to open my nursery.  I also gained knowledge of the threats which I face while opening my nursery.  I have fear of failure, lack of enough money, lack of digital skills and I know of two other people who are thinking of opening a preschool nursery in my area.  I need to develop my digital skills as nowadays everything is online and digital.  In order to develop my digital skills, I have enrolled on a course for Certificate in Higher Skills for the Workplace Level 4 which has digital silks on its module.  I also practise my digital skill at home on my laptop.  I lost need to develop my research methods which will enable me to do my assignments effectively.  I need to be more patient as I work with children and this skill will help me in my professional career.  
The evidence of my personal development plan suggests that I need to focus on my goals and the time limit needed to achieve my goals.  It made me focus on my short term goal, which is to develop digital skills and the ability to work under pressure and also develop my research methods.  My mid-term goal is to be competent in digital skills and research method.  I also want to pass my Certificate in Highers Skills for the Workplace level 4.  This will enable me to go for further degree or get a job as a manager in a nursery.  My long term goal is to open my preschool nursery after completing my degree.  
My in class exercise of paraphrasing suggests, I need to improve my paraphrasing skills.  During the in class exercise. I learnt to change word class for e.g., nouns becomes verbs and vice versa.  I also learnt to write synonyms, changing sentence structure and change word order.  This will greatly benefit my academic writing which will enable me to pursue a degree and help in my professional career as well.   The evidence of my summarising exercise suggests, I am quite good at summarising and this will also enable me to do my assignments effectively.  This skill will also benefit my work as a Nursery Manager to write children’s observations, records and minutes of meetings.  The evidence of my Harvard style referencing suggests, I need to develop my skills for referencing.  I need to learn as where the title, the author’s name, the date and year needs to go on in text referencing and on referencing page.  This skill is essential for writing assignment s as it will avoid plagiarism and it will boost my marks in my assignment.  
The evidence of my article Importance of Pre School education, (The Progressive Teacher, 2019) suggests that it is very important for children to attend preschool nursery as it builds their self-esteem.  Children learn to communicate with their teachers and fellow students.  The skills and knowledge the children learn in preschool nursery has a great impact on their attitude and ability.  Another article General Election 2019 (Collins, J. 2019) suggest the importance of Government investment in early years education.  Although the Government currently offers 15 hours of free childcare and education to all three to four olds, more funding should be  provided so disadvantage kids can benefit from this and develop their skills.  The evidence in my other article also suggests Men in Childcare, an ongoing debate (Wright,  2017) that men should also be employed in this field. Currently, more women are employed in the nursery sector, these needs to change so children have both role models which are essential for their development.  As you can see that more nurseries should be opened to cater for the growing population of children and there a lot of scope for me to work in this sector.


Conclusion
From this report, I have come to the conclusion that is easy to find jobs if you have good employability skills.  Nowadays, employers are looking for those people who have good employability skills.  Through my research, I found many kinds of employability and academic skills.  I made a personal SWOT analysis based on my employability skills and self-assessment through my personal work experience and research.  I also made an action plan for myself in my personal development plan which will help me to improve my employability and academic skills.  I have also made a list my goals, so I am able to achieve it on my time limit.  I would eventually, like to open my nursery or work as a Manager in the nursery.
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Appendix
Personal Development Plan
Personal SWOT Analysis
The Eisenhower Method
To do lists – Weekly
To do lists – Daily
Paraphrasing Exercises
Summarising Exercise
Referencing Exercises
Three Articles (includes)
The Progressive Teacher (2019) Importance of Preschool Education
Wright, D. (2017) Men in Childcare an Ongoing Debate
Collins, J. (2019) General Election 2019: Boris Johnson looking at few childcare for two-year-olds.
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