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This report will explain what skills are required and valued in the modern-day workplace and the skills required at school. I will also create and show you how to make a PDP plan and a SWOT analysis where I have analysed my own personal strengths and weaknesses and what my future goals are. In this report I am using my own personal experience and also share all the literary sources I have read and used.



What are Skills?
Skills have big effect on individuals and employers. Skill is a social science word with many meanings, example of its synonyms would be “talent”, “ability”, “competence”, “knack” and “aptitude” (Green, 2011). They can be broken into three categories using a “PES” concept which was created by Green where “P” stands for a productive skill, “E” stands for expandable skill and “S” stands for social skills (Green, 2011). Others break it down into two where it is broken into hard skills and soft skills. These two concepts can create a very good idea to anyone of what a skill actually may be because people might have a knack for a particular task and will carry out a task without any difficulties but not really enjoy it whilst others will have to expand their skills to finish the task and will be more enjoyable that’s why it is a word with many meanings because this could also be seen as a talent. The more skills an individual has the higher the chances he will do good in school or get a job. Many employers seek individuals with a high amount of skills that they could bring to their workplace.

Employability Skills:
The two greatest concerns of employers today are finding good workers with the skills needed to the job already possessed, this is also called the skill-gap (Robinson, 2000). These are the type of skills that the employer will seek in any competent employee, the skills that are actually required at the job so it will save them time to train you. While most employers seek such competent workers, they will still be lenient at times and provide the appropriate training to employees lacking the skills necessary. They could be anything from a specialisation with driving or operating a certain vehicle/machine. Communication skills for the business environment, leadership skills for leadership roles etc.


Hard Skills:
Hard Skills are the technical skills that you acquire from experience or a degree in a field (Georgieva, 2019). For example, if you have a degree in economics and know how to use Microsoft Excel then that would be a hard skill or if you know how to speak another language. Each employer seeks competent employees that have already acquired some hard skills for the job they are applying for and if they have them their chances of getting the job is high.

Soft Skills:

Communication – the most valuable and complex soft skill that one can acquire is communication. There are two forms of communication, verbal and non-verbal. Communication is the greatest achievement mankind has achieved after inventing fire. It can help you create good relationships at the workplace and in the classroom. It can also help you provide feedback to others which is a very useful tool to your professional and academic development. It is what we use when we write essays or tell someone what they to us.  They’re so crucial because for example a verbal communication can change the future development of your working life. One sentence at work can be so crucial that it will impact your whole career. (Switzler, 2002)

Critical Thinking – the second skill I will talk about is critical thinking, this is the skill that comes very useful in important situations. The skill helps the individual analyse every aspect of a given situation and help you take the best action for it so it can provide the most valuable outcome, for you and the employer. In my previous workplace we had a test before we were hired, they made us sit on a table and stack a pyramid out of plastic cups. In the end we had to explain why without any context given. It was very clear, this was so that we understand that the whole company is like a pyramid and if one cup falls down off of the pyramid the whole structure falls, thus contrasting that if one department in the workplace fails and stops working then the other ones will too and the production will stop. This is how they evaluated whether the candidate was a critical thinker.

Teamwork – another very important skill is the one to work within a team. This skill is almost as important as communication. People work together on a certain goal rather than individually; they can achieve more. They can help each other, find their strengths and weaknesses and fill up the missing gaps. Give feedback to others so they can improve and adapt and create a better work environment.

Problem Solving – Problem solving skills is another good asset you can have at your disposal. One thing I’ve noticed in most of the workplaces that I’ve worked at is that people really lack these set of skills. They will for example acknowledge that there’s a problem but rather than finding a solution to it to make their life easier, they would just work with the problem at hand and leave it the way it is. One must always try to find a solution to a problem and analyse the situation, this way you can make your job easier. In the restaurant I’m currently working at, I work as a delivery driver, mainly delivering food and drinks. We have a computer which gives us the addresses and an order of a customer. Before I started there, they were giving us whatever deliveries there were ready first to the waiting driver. This resulted in getting very odd places to deliver to at times, one being at one side of the town and the other at the very opposite. It was very time consuming. After we discovered this issue, we discussed it and came with the plan to check the addresses and assort them with ones which are close to the area that we are delivering to. This has resulted in a lot of time saved and customers were impressed by our delivery time.

Conclusion on skills:
In conclusion skills are a very important asset to have disposal whenever you’re applying to any job and the more you have the higher the chances that the employers who seek competent workers will choose you instead of someone who haven’t got the skills because they will have to train them.



SWOT Analysis:
SWOT stands for Strengths, Weaknesses, Opportunities and Threats. This tool is very useful for any individual who wants to get somewhere in a certain business or for an organisation as a whole. It helps you analyse what your best skills are, what you are lacking, what opportunities you can create with what you have and predict the threats that you may face on your path of self-improvement and eliminate them beforehand or prepare to face them.
It is so efficient that it can help you stand out from your competitors and compete with a higher success rate from others. (Mind Tools, 2019)

The process: 
In order to make an analysis, you must ask yourself a couple of questions. This does not matter whether you are a single individual, a group or a team of people, or even an organisation. These questions are what your strengths are, your weaknesses, your opportunities and threats.








	STRENGHTS
· What do I do well?
· What makes me unique?
	WEAKNESSES
· What do I need to work on?
· What does my friends and colleagues see as a weakness?

	1. Honest
2. Confident
3. Strong adapting skills
4. Good leadership skills
	1. Not very diplomatic
2. Lacking communication Skills
3. Not very organised

	OPPORTUNITIES
· How can I turn my strengths into opportunities?
· What trends can I take advantage of?
	THREATS
· What threats do my weaknesses impose me to?
· What are my competitors doing?

	1. Use my confidence to engage with people and work on communication skills
2. Try a new hobby
	1. My too honest character can get me in trouble
2. They are far more organised than I am



Conclusion:
In conclusion the SWOT analysis has helped me understand more about my characters flaws and strengths. How I can take advantage of then and what to look out for. This will surely help me into my own professional development and my personal development as well. It surely is a great tool to help you analyse your life, learn what your friends actually think about you and use that criticism to become the better version of yourself.

Personal Development Plan (PDP):

A personal development plan is a unique tool which helps you as an individual to plan out your future. Whether it is a goal that you want to achieve, or you have a big dream that want to pursue this tool will help guide you to that goal by analysing what needs to be done step-by-step to achieve your goal.

	What is my goal or dream?
	What needs to be achieved first?
	When would I like it to be achieved?
	What threats or difficulties I might face?
	How can I improve my odds at achieving my dream?
	Where can I receive help from?
	Review:
(How am I keeping up right now?)

	Getting a Sociology Degree in University
	Get a high enough score of UCAS points from Higher Education
	I would like to start next September and achieve it in due time.
	Financial Instability,
Not being accepted,
Not receiving a high enough score for the year
	Apply early, work hard and smart to ensure high marks
	From my family and student advising agencies
	I haven’t applied yet but am on track with the rest of the small goals








Introduction to Academic Skills: here I have created a report about the academic skills that every student should develop and use. I will state why they’re good and why must we follow them and what benefits will they bring to our academical life if we work on them and develop them.

Research and Note-Taking:

In the academic world it is known that it is not really necessary for students to take notes during class. In my own observation at school I have accounted that about only 40% of the class actually takes notes, most of them just like do diddle with things. But students believe that taking notes help at their revisions and I agree completely. It does not need to necessarily be that one must take note of everything the lecturer says but at least of only the main points of any lecturing. (Hartley, 1974) Researching is very important as well in both the professional and academic life. It can help you achieve higher grades at school, and it is the best way to sophisticate yourself more. If a student does allot of research on a single topic from various sources then he will have many more viewpoints on a topic rather than the students which have only their own and do not do any research. 

Referencing and Plagiarism:
Although students are warned all the time about plagiarism teachers still face the problem every year (Wilhoit, 2010). Many students for example make their peers write the paper for them and then that student is claiming the work for themselves although they were not the real author of the document.  Another example is when a student opens up an encyclopaedia, journal or an article and copies everything that another writer has put together without changing the words and sends it off to his tutor. Luckily, most modern universities nowadays have created systems to check for similarities online and find these article thieves and the main idea why this is important to be avoided is because if you are into a more academical environment like medicine if you’ have just copied work online and have not learned anything you could be putting other people’s lives at risk when you actually pass and start working. Referencing will bring you high grades, with the proper usage of references one can learn many different points of views in any piece of work that you’re writing, and teachers really like to see as many references as possible in the academic lifestyle.

Paraphrasing and summarising:
“Paraphrasing and summarising are two very complex skills because they rely on the knowledge that the person has on the subject, the disciplinary nature of citation practices, and the rhetorical purposes of using citations in a specific context of disciplinary writing.” (Ling Shi, 2012). Paraphrasing is the alternative way of conveying a message which allows to get more varied information. (Bannard, 2005) and in this evaluation in machine translation for example paraphrasing shows that there are equally many and valid ways of translating information (Pang, 2003). In short paraphrasing is an efficient way of evaluating on the research of others with your own words. Summarising is the next important step after notetaking in taking material from literary sources or researches. It is a way to break down information and say it in the shortest way possible. This is also a very good tool to help you ascertain whether you have remembered the information that you have learned and see if you can remember it. (Mackay, 1998)




Conclusion:
In conclusion having more skills for both academic and employability environments is very beneficial. Employers and tutors alike will look and value the interviewee or student more all on the amount of skills they will display and will give them a much higher chance of succeeding from others who lack them. This report has also helped me evaluate myself further, personally and professionally. It has helped me a closer look at my strengths and weaknesses, evaluating what I need to work more into my future and what I can keep doing so solidly which are my strengths. Not only that but it has opened a desire for opening my own business. It has been a very thought-provoking experience.
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