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1. Academic and employability skills is a module that give us a lot of knowledge and it can be very useful to us if we are good enough to understand it. Basically the word skill means the ability to do something good. The improved capability to do something good means you have improved your skill about it. Skills are required for many things, for whatever you do, doesn’t meter if you are looking for a job, or if you want to play football. There is different type of skills for different thing like academic, employability, hard and soft skills. 

2. 
2.1  Different things require different skills. Let’s start with the employability skills. Employability skills are the skills that you need to have one employer will expect you to have if you want to start a job. Different employers are asking for different skills, but there are some common that everybody with need for every job like - communication, time management, organization, motivation etc. When you apply for a job you can write many things about you and your skills and employer might be interested and what you wrote, so you can be called for interview. But then if you are called for interview, that’s the moment when you must show that you own this skills otherwise you will not pass the interview and you will not get the job. Let’s say you get job, then it will come the moment that you should show that you are able to control this skills. Maybe you start a job in a restaurant, you will need to have good communication, be organized, find a solution of a problems that appears, be effective. If you show you can control all of this that means you’ve got skill and you have the opportunity to keep the job. (Doyle, 2019)

2.2  There is two types of skills: hard skills and soft skills. It’s needed to understand both skills well. Soft skill are the personal attributes, communication capability that one person owns. Some people have them and some people no. Soft skill include: time management, problem-solving, decision-making , to be adaptive, to have a good communication, positivity, team working etc. Compare the hard skills this one is hard to learn them. You can develop them with the time, but you can’t learn them from lessons or just go in class and expect you will have it after few lessons. In the same time they are really important to get a job and stay in the job. For example I’m working as a waiter and my main responsibilities are connected with the soft skill, because all the time I talk with people, I need to be positive to provide them a good service, work my team good (helping each other to have a smooth shift). As well working with a different people it’s a bit complicated, because everybody has a different way of thinking and the people can complain, so in this moment the problem-solving skill can be very useful. In general we should understand that soft skills are really important and we can try improve them as they can’t be learnt. (Doyle, 2019)

2.3 Anyway even if you own the soft skills and you have the capability to use them, this isn’t the only thing you need to succeed or find a job. Something else that is in interest for you to own are the hard skills. The specific knowledge and experience that you will learn from a course of education or something else that allows you to do a job good can be defined as a hard skills. They are the one, which are really important and the employers ask for it to accept you for a job. You can meet those skills in every description of a job posting , also they include the professional experience that you need to do one job good. You can acquire and develop the hard skills by visiting online courses, going to college/university, going to education classes, certificate programs or even at your own work place (many work places offer training about exactly skills that will help you to do the job that your employer wants you to do). Examples of hard skills can be: accounting, banking, analytics, engineering, financial, healthcare, mechanical, programming, writing etc.  (Doyle, 2019)


3. SWOT is a way to identify your Strengths, Weaknesses, Opportunities and Threats.  It represents a table containing 4 sections.  The first section is strength. This section shows the things that the company( if company uses the SWOT analysis) does good. This can be something not material like the items of the brand of the company or the  good marketing system that bring the good sales to the company. Once You realize your strengths it’s time to pay attention about you weaknesses (section 2). In this section you should include all of the weaknesses of the company. This can be things such as lack of experienced people or not enough money to reach the aim. Including all of this in this section can make it easier for you to resolve it. Section 3 is the opportunities. In this section You can include everything that will helps to improve and develop the company such as a new marketing strategy or new development plan. Whatever can bring progress for the company comes in this section. And the last section (section 4) is the place for the threats. Here you can list whatever can bring the company down or it can be fail for it. That’s a very useful way to help yourself makes it better. You can use this way for a company as I said before, doesn’t matter if the company is of 2 or 500 people. Also it can be used for yourself or for a single project. Mostly it’s used to check the progress of a company and see how and what it can be done to achieve the goal and avoid the fails. The four elements from the above are common for all the SWOT analysis but some companies divide the SWOT in only 2 sections- Internal and External. Usually the strengths and weaknesses are considered for internal	 in fact they are because of organization decisions under control of the company. In the same way the new competitors are countable as a threat, but you can’t really do something about it some that makes it an external factor. It’s not obligatory to divide your SWOT analysis by 2, but in some cases it can be really helpful. (Shewan, 2019)


We already get into it about some different type of skills and talked through them with the aim to understand them and now I will use the SWOT analysis system to analyze my own skills.



	STRENGHTS
Positive
Communicative
Creative
Time management
Organized 

	WEAKNESSES
Not concentrated sometimes
Listening other people
Trying to do things fast


	OPPORTUNITIES
Studying harder
Get a diploma
Working harder to achieve my goal

	THREATHS
Fail in exams
Lose a job
























4.  Personal development plan (PDP) gives the opportunity to the people to get the responsibility on their own for their future. PDP is a table divided in few different sections. To create a PDP there is 3 steps, which is good to follow to make it nice and helpful. Step 1 is to decide what you goals are, what exactly you want to achieve. Step 2 is to evaluate your current position, what success you got during the time and in different situations. And the final step (step 3) is to create the plan( most important to include is what you need to do, when you plan to do it and how you plan to do it). (UKEssays, 2018)
























	What are my big goals?
	Which goals need to happen first?
	When do I want to achieve this?
	What obstacles might get in my way?
	How I can improve my chances of meeting my goal?
	Where can I go for support?
	Review: How am I doing at the moment?

	To finish university and get diploma
	To graduate it’s a priority at the moment
	As soon as possible
	Fail in the exam or not getting the necessary knowledge because of negligence
	Studying harder, spending more time in studying and paying more attention in class 
	I can go the university, library or some other place that I can study
	I’m doing good at the moment but there is still a lot to improve and to achieve

	To have my own business
	This will be the third goal
	After graduating I will start thinking about realizing this one
	Have a competitors in my business environment or not plan the things well and fail the business
	To research the business I want to have well and saving the enough amount of money to make it successful
	In different places to see how they run the business and get the good ideas from them and apply in my one 
	At the moment I’m just planning but only when I graduate I will start realizing my ideas

	To have my own flat
	This will be my second goal 
	I will be looking for a flat during studies and after graduating I will buy it
	To have a job that doesn’t afford me the enough funds for the flat I want to buy
	During my studying process I will be saving money for it
	The support I can get is if I start another job to get more funds and make it easier
	I’m going better and better with the time. I just need to keep going in the same way



5. Academic skills are the skills that we usually learn in school and mostly they are about writing essays, doing research, writing reports, paraphrasing, referencing, summarizing etc.
5.1    Paraphrasing is writing for other people ideas with your own words. When you translate the   information you read from another place, you show to the reader you understood what you read and you have the capability to pass away this content. You have to be very clear when you do paraphrasing. It’s not only to copy from someone else and change some words just to be different , you must describe the other’s person ideas with your own words. 
5.2 Summarizing is a short text in which is written about other text, but you write only about the main ideas of the text that you are writing for. It’s shorter than the original text and usually the less important things are excluded in here.
5.3  Avoiding of plagiarism is one of the most important things when you are writing a report. Always when you write a report and you take information from another place needs to be referenced, otherwise it will be considered as a plagiarism, which is not tolerated in any university.

6. It’s a good start if you understand all of this skills and you are able to use them. Everything it’s very important and it will help you for the future if you know how to use it. Without this skill whatever you learn or work next you will not be able succeed.
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Ex.1

Read the following text and make Notes on the p,,in ideas. You can do this on a separate piece
of paper which you do not have to hand in,

To be a great leader, yoy need to start by leading yourself

Most people go into top positions with good intentions, put those often crumble due to the demands — and
perks — of the job. If you want to succeed, devote som'e time and energy to self-leadership, says consultant
Lars Sudmann. Being a leader is a little like being a parent; beforehand, we have all these rosy visions of how

we’re going to do it, how incredible we're going to be, and how we'll sidestep the mistakes that we see other ;
people make. But when it’s our turn to assume the role, we find that reality doesn’t match our expectations 5
or 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 was fighting against certain entrenched factors that keep all leaders
from improving. Like many in the working world, leaders have too much to do and not enough time to do it;
they don’t clearly think through their priorities and strategies; and being in a position of power causes them
to assume that the people beneath them will take care of a lot of problems.

Sudmann found a potential solution to these ”classif: 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 of all, you need to be aware of your shortcomings; leaders neeg to know all of their biases, predilections
and weaknesses. Another idea is to take 5- 10 minutes €Very day to think about the challenges you've recently
handled and the ones you'll soon face. While Marcus Aurelius was fond of reflecting in the evening, Sudmann
likes doing this over morning coffee. Questions to pose include: “How did my leadership go yesterday? How
would the leader I'd like to be have faced the challenges | faced? What about my challenges today? What
could 1 do differently?” Write down your thoughts 50 YOu can refer back to them and learn from them.

Also, regulate your feelings; 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 a scale from 1 to 10, how important is this issue
right now? Then, give yourself a moment to think: “How would the leader | aspire to be handle this situation?”
The answer will come to you.
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