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Introduction

In this assignment I would like to analyse and asses my own employability skills, in order to build up an effective strategy to achieve my career goals.

Analysis

According to the STEMNET employability guide, the top 10 employability skills are respectively: Communication and interpersonal skills, problem-solving skills, using your initiative and being self-motivated, working under pressure and to deadlines, organisation skills, team working, ability to learn and adapt, numeracy, valuing diversity and difference and negotiating skills.

I will be assessing myself through many of these skills. I believe a personal assessment is valuable as it gives you more insight on strengths and weaknesses. Only when you are actually aware of your weaknesses is the possibility of growth possible.

I am an adult who suffers from ADHD, which is a neurodevelopmental disorder that usually starts developing in children when they reach the school-age. Some patients however do not get diagnosed with this until their late teens or adult years. Symptoms for this disorder include hyperactivity, inability to focus, short attention-spans, impulsive decision making, etc… I do feel like this has a major impact on my skills in the workplace, and effectively managing my disorder with the constantly increasing pressure on the younger generation of employees is an everyday struggle. 

Before I assess my strengths and weaknesses I must first assess how much of an impact this actually has on my ability to perform and how I could manage my weak points a bit better.

To quote a study posted in the Journal Of Clinical Psychology: “Attention deficit hyperactivity disorder (ADHD) in adults is increasingly recognized as a common disorder that can significantly impact workplace functioning, yet few clinicians or career consultants have training in how to help adults select careers or jobs within a chosen career that are a good match for their strengths, weaknesses, ADHD tendencies, and coexisting conditions. Straightforward career counselling is inadequate to meet the needs of adults who have ADHD, and significant follow‐up, brain‐based counselling or therapy is often necessary to help these adults implement the recommendations generated by an ADHD career assessment.” - Wiley Periodicals, Inc. J Clin Psychol/In Session 61: 549–563, 2005.

I have never had any form of career counselling whether in my professional life in the UK, or my professional career in my home country Belgium. Although I feel the pressure in the UK to perform above your capabilities is far higher and the mental health support from employers is far less. In my opinion, this pressure causes employees to feel insecure, incapable, unmotivated and even depressed. From personal experience there is no significant understanding or help in most workplaces for adults with my condition. Outside career counselling, or counselling in general might indeed be an option to consider with the significant struggles we face. I have noticed that when you mention you have ADHD and you aren’t medicated; you are perceived as a loose cannon by employers. A weak link that must be avoided. When personally, I feel adults with learning disabilities are just as intelligent and sufficient in the workplace as any other worker and could be considered a valuable asset when guided and supported in the right manner. I do hope that this approach gets adapted more by employers in the coming years, especially now that we are living in an age where awareness is being raised for all sorts of causes, I hope awareness gets raised for the increasing number of adults struggling with these conditions. According to a study posted in the British Journal of Clinical Pharmacology, the prescription rates for disorders such as ADHD and ADD have increased dramatically over the past two decades. This study was conducted on figures ranging over a 20-year period, from 1995-2015. Sadly, I could not find any recently updated figures, but I am assuming the increase in prescriptions has increased even more since 2015.

In essence, this disorder does have a direct influence on what are considered the main employability skills, however, not all of this is in a negative way. I can’t of course speak for other people with this disorder as this is my personal perception, but creative thinking is one of my strong points. I can easily think outside the box as many ADHD patients have difficulty thinking in a patterned way. Problem-solving is, I would say, a definite personal strength. I have little issues coming up with quick solutions to problems, whether it’s a quick fix in the moment to save a situation and to handle the bigger issue later on. As I work for the hospitality-sector, which is a fast-paced environment where I need to use a lot of initiative and quick thinking at times, this would definitely be considered a strong employability skill. However, the other downside of that is that I do get distracted easily and when filing lengthy inventory reports on the Airbnb properties we let, I must admit that I often drop the ball and miss certain aspects that, in the long run, might cause issues. I must train my mind in a certain way to be able to keep my full focus on a single matter without having my thoughts drift away. An article published in the clinical research journal ‘Brain Imaging and Behaviour’ in 2016, states that ‘working memory training’ improves attention-deficit in ADHD patients. How working memory training works is as follows; subjects are asked to recall a certain previous location of an item on a screen, or a series of locations for a series of items. Or they are asked to recite a sequence of digits or letters, sometimes in a reverse order sequence. By doing this the subject learns different methods of memorising and storing information, they also learn how to hold their attention span on a single trigger. This improves their overall working memory and by repetitive training, this improvement can become semi-permanent. 

When analysing other strengths and weaknesses according to the 10 main employability skills listed earlier, organisation skills is my weakest point. I have trouble organising all the thoughts in my head and often find myself lost in an overwhelmingly cloudy thought-process. Organising paperwork or documents and filing has always been a little short of a disaster with me. In order to reverse this, I need to look at how I am handling aspects of my life that require organisation skills. When it comes to filing paperwork, for example, the paperwork needed to apply for my student finance earlier this year, a wave of anxiety seems to come over me and I procrastinate the task until it is too late to actually obtain certain documents. This because I always feel overwhelmed. A structured process and organised filing system for personal documents, work documents and university documents is what I should be implementing. Through this module however, I have picked up on quite a lot of methods for doing so. Per example, in one of the weeks the lecturer presented us with a lecture on time-management. I never thought time management would be linked to organisational skills such as filing documents or having an organised space. But I found that making up a time-sheet and sticking to that time sheets prevents me from procrastinating, having to complete tasks in a wave of last-minute panic, keeps me from scattering all the needed documents and information around the house. When working on a project within a scheduled time-frame, it helps dim down the wave of anxiety, keeps my attention on that one subject, and helps me file documents and other important work in their designated spaces. I have noticed that by doing so, I also feel more confident in my ability to finish assignments, and work towards deadlines. 

Working towards deadlines is a bit of a two-way street for me, I usually manage to finish assignments or tasks on time, but I do not start or work on it in an organised way. Usually I scatter down thoughts relevant to the assignment or task, until the moment I run out of time and decide to group all these thoughts together into one piece. Which, again, causes a wave of anxiety and opens the door to possible mistakes, issues, etc..

For this semester’s writing assignments I did try and approach it in a different way, as discussed earlier, by scheduling the moment I would work on my assignment and which part of the assignment I would work on, and sticking to that schedule. This has helped clear up a lot of the unwanted and unnecessary stress ‘caused by either procrastination or hesitation on where or how to start a task. In a work-place environment like mine that is dependent on employees filing correct inventory reports, training myself in the coming months to have a more organised approach towards these tasks will not only help myself and my own mindset, but will also help my team and my entire organisation. Which brings us to another employability skill in our top-10 list, and that is, effective teamworking. 

Teamworking is not one of my favourite things to do. I feel I work way better on my own, in my own pace, in my own environment. Unfortunately, most workplaces thrive on effective team work and so does mine. An enterprise consists of many opponents and all of these opponents need to work together in order for the enterprise to run smoothly. Like a well-oiled machine you could say. My issue is usually that I am too impatient to wait on someone else to finish a task that requires to be done in order to finish mine, or I don’t trust they will do an adequate job at it, and often times I would take the assignment out of their hands and do it myself. Which causes friction between me and my colleagues as well as management. I do realise I have to let go sometimes and trust other people to do a good job. For myself, doing so is much harder than it sounds. I’ve been made aware of this issue many times in different workplaces and again, in this very module, by doing the SWAT-analysis in week 3. I have been trying to work on it since then. But I have not yet found an effective approach to this matter, as sometimes the anxiety of my performance relying on another individual is too high for me to handle. Thankfully I am not a bad communicator and can usually mediate with my colleagues or management whenever one of these issues presents itself. 

In my opinion, the ability to communicate and have interpersonal skills is in essence still one of the most important employability skills to have. Every single day you will be interacting with human beings, albeit in person or virtually, and the way you approach them, communicate with them, and how you send your message has the greatest impact on how you will be perceived. Most of the other employability skills can be taught through vigorous practice, but interpersonal skills and communicating, I feel, is a skill you mostly learn through life experience. Negotiating skills will come through experience working in fields where negotiating is necessary, in my personal work environments up to this day, I have not yet had the opportunity to really manifest this skill. You could say you learn through job interviews and such, but I feel this really is a skill that could be immensely useful when practised right. Especially in the consumer-based world we live in today. 

Conclusion

In conclusion, every single human will continue to have their strengths and weakness throughout life. We cannot be perfect at everything. The main focus should be to set realistic goals for yourself, recognise your strengths and weak points and be aware of them throughout the development of your career, or personal life. Try to find methods to deal with your weaker points whilst taking on tasks that will flaunt your strengths. Continuing to work on developing these skills and being the best version of yourself will automatically make you employable, even if you aren’t ‘perfect’.
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Appendix: In-class exercises
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Trinity Saint David Academic and Employability Skills (ACE) - term 1
LONDON BMSW4001
In-class exercise 1: Paraphrasing

Ex.2. Decide whether the paraphrased passages are acceptable or unacceptable by circling thes
correct answer and briefly explain why.

Original Source: A key factor in explaining the sad state of American education can be found in
overbureaucratization, which is seen in the compulsion to consolidate our public schools into massive factories
and to increase to mammoth size our universities even in underpopulated states. The problem with
bureaucracies is that they have to work hard and long to keep from substituting self-serving survival and
growth for their original primary objective. Few succeed. Bureaucracies have no soul, no memory, and no
conscience. If there is a single stumbling block on the road to the future, it is the bureaucmcy as we knuw it.
Edward T. Hal, Beyond Culture, Anchor Publishing, 1977, p. 219 g g e Q%QL g‘)\’)og\ ok

[e¥2Xe\
Paraphrase 1 - acceptable /[Unacceptable | / A 8

Reason: o e
G vodres Ed\L o &.&\o‘u. S

American education is overly bureaucratic. This is manifest in the increasing size of educational institutions,
even in small states. Bureaucracies are bad because they tend to work to promote their own survival and
growth rather than that of the institution, as was their initial objective. Most bureaucracies fail because they
have a conscience or a soul.|l believe that bureaucracies are the biggest stumbling block on the road to the
educational future.

Paraphrase 2 unacceptable = / : > Ik

Reason: _&g%ob&_; 3 yONY . Sep\e wnol
Scuwce  doeve noh S)Mghmmed oov  Left ool Yndreqq)
Bureaucratization has proved to be a majdr stumbling'block on tse road to our e%‘catnmal,fu ure. American

institutions have become factories that are more conducivé o fl rovm ureaucra procedures than

to the growth of the students who attend them. Bureaucracies have to work long and hard to keep from
promoting their own survival rather than the educational goa!s that were their pnmary objectlve

/ OO Sovwee d(c\,e () \ C}
Paraphrase 3 - acceptable Some b V\\X\S U(\CL wo s &
feon Eiwﬁ ‘ X’m hiaue” o ol eu

So  dhis Qoro-ouop hos M squcted the Sriqiral
Bureaucratization ha\ proved t jor stumbling block of the road t r educational future. American

institutions have become factories that are more conducive to the growth of bureaucratic procedures than PN
to the growth of the students who attend them. This means that, as Edward T. Hall says in his book, Beyond
Culture, today's educational institutions "have no soul, no memory, and no conscience".

Sl i

Paraphrase 4 Cacceptable/ unacceptable / : -
Reason: e\ QL QL\%L{LQQ Scwviee

Comeds QuotaXidng ohd  refedences

In his book, Beyond Culture, Edward T. Hall discusses the problems posed by the increasing bureaucratization
of American educational institutions. Hall maintains that overbureaucratisation is one of the key factors
governing the state of education in America today. He points to the tendency of bureaucracies to promote
their own growth and survival first and foremost, and observes that few overcome that tendency. He believes
that this is responsible for the fact that many public schools bear a closer resemblance to factories than to
educational institutions. In Hall's words, "Bureaucracies have no soul, no memory, and no conscience.”
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Trinity Saint David Academic and Employability Skills (ACE) — term 1
LONDON BMSW4001

In-class exercise 1: Paraphrasing

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).

Student Name: ’&L& Q (e -&r\{mg( Student ID:_AR A Sl g 5 6

Ex.1

Write a paraphrase of the following passage

Mike Erwin never envisioned himself as a social entrepreneur or activist. While he was no stranger
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
assignments in the Army, winning multiple awards and medals. However, the founding and growth
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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7 Practice exercise: Word order

@ Change the word order of the following sentences (other changes
may be needed).

(a) At the same time, trades unions became increasingly militant
in defence of their members’ jobs.

Example: At the same time increasingly militant trades unions
defended their members’ jobs.

(b) Today the industry owns some of the most famous brands in
the world.

(c) However, many car makers are currently threatened by
increased competition and saturated markets.

1.7 Summarising

2 Stages of summarising

Summarising is a flexible tool. You can use it to give a one-sentence
synopsis of an article, or to provide much more detail, depending on your
writing needs. But in every case the same basic steps need to be followed
in order to meet the criteria listed above.

@ Study the stages of summary writing below and comelete the gaps
with suitable words (one word per gap).

(a) Read the original text carefully and check any

vocabulary.

(b) Wwwm wnr the key points by underlining or
highlighting.

(c) Make _DoOYeS _of the key points, paraphrasing where
possible.

(d) Write the S from your notes, re-organising the

structure if needed.

(e) Check the summary to ensure it is _Q((( :Kvwm and

nothing important has been changed or lost.

(Y ke o\ beovee
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Practice exercise: Summarising

Read the text (3.1) on the following page and the summaries (a)-(c).
Rate them 1 (best) fo 3. ® Woee ©xp05e)

w (a) Disruptive technology, according to two researchers from the

2 (b)

Harvard Business School, is a new invention which attracts
enough buyers to become established in the market, and then

to improve and grow. For example, the first digital cameras,
launched in the mid-1990s, took poor quality pictures and were
costly, but had some important benefits. Today they dominate
the market, and the older type of camera which uses film is
now a niche market. = Y0esks ke 0,.@ - NS \C

Bower and Christensen introduced the term “disruptive
technology’ in 1995, to characterise a new technology which
sold well enough to enter the market, and could then be
developed further. The digital camera, for instance, was
originally expensive and had low picture quality. However, its
significant advantages of immediate results and producing
images which could be processed on a computer, quickly
allowed it to virtually replace traditional film cameras.

Digital cameras are a good example of a disruptive technology,
a term used by Bower and Christensen of Harvard Business
School in 1995 to describe a new technology that initially wins
enough market share to survive and develop. These cameras
at first produced inferior pictures, but had the advantages of
showing the photo instantly, and allowing the user to
download the image. In a few years they became dominant in
the camera market, while traditional film cameras were almost
redundant.
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