






[bookmark: _Hlk27860612]Academic and Employability Skills
Assignment 1
Name: Joyce Kakulu-Wa-Kakulu 
Student ID: 1909482
Group 3: BWSM 4001 Tutor: Lloyd Beharry 
University of Wales Trinity Saint David 




[image: ]


Table of Content 

1.0 Introduction 

2.0 Skills 
2.1Soft Skills
2.2Hard Skills 

3.0 Employability Skills

3.1 Academic Skills 

4.0 Personal Academic and Employability Skills 

4.1 S.W.O.T (Strength Weaknesses Opportunity Threat)
4.2 Teamworking 
4.3 Time management  
4.4 Mind Tools 
4.5 PDP – Personal Development Plan  

5.0 Conclusion 

6.0 References 




1.0 Introduction 

The aim for this report is to get a clear understanding of what skills are needed in order for one to complete a job or a task within the workplace. Within this report, there will be an insight to what a skill is as well as the different types accessible. 

2.0 Skill 
The capability to complete a job or a task well 

2.1 Soft skills 
A skill you acquire through daily living and also known as transferable skills such as communication, listening, problem solving etc. These skills can be used in all workplaces.

2.2 Hard skills 
A skill that you have been trained in, in order to complete a job. Knowing ‘how’ to complete a specific job/task e.g. diploma in Bathroom Fitting 

3.0 Employability skills 
The specific skills employers need candidates to hold in order to employ them. These skills ought to be related to the job being applied e.g. desk etiquette skills are necessary for a front of house or customer service role. These are often obtained through work experience and training. 

3.1 Academic skills 
The qualifications that is obtained within an educational setting which is used depending on what is being asked of. These skills are a little more generic, however, specific academic skills can only be used depending on the job role.

4.0 Personal Academic and Employability Skills 
Through experiences within both an educational and working setting, I have acquired certain academic and employability skills which has helped me to get employed for those specific jobs. This section will show through reflective analysis, such as ‘Mind Tools, S.W.O.T’ etc where my skills have been beneficial, where I am requiring improvement and what I need to do in order improve existing skills and gain new skills i.e. PDP (Personal Development Plan).   









4.1 S.W.O.T (Strength.Weakness.Opportunity.Threats) Analysis
	S
Writing 
Reading
Computer Skills 
Completing tasks
GCSE 
Cache Level 2 
	W
Time management (punctual and completing tasks
Speaking (volume, speed, vocabulary)
Use of language (use of contractions)

	O
Professional growth
Change of job role 
Enrolment in courses 
	T
Finance 
Time away from family and friends
Flexibility with work
My own capability 


Designed by author 
Referring to the results from my S.W.O.T analysis, my weaknesses are initial points to where I can start to find the right resources for them to no longer be a weakness or less of a weakness.

4.2 Teamworking  
Having the ability to deliver a message or information to an individual or a group of people. Communication is used verbally and non-verbally with features such as gestures, eye contact, facial expression, body language etc 
Confidence in communicating is required when working in small or larger groups. For example, if a leader lacks confidence before their peers or a larger group, it sets the foundation for what is expected from you, what type of message are you trying to convey, whether it be positive or negative and if the leader is reliable.
Communication is important as it contributes to the development and progress of an organisation whether.
 
4.3 Time Management 
Time management = Being able to manage your time well.
Time management plays a vital role in the functioning of any tasks or jobs being completed. Referring to the results from my ‘S.W.O.T’ analysis and ‘Mind Tools’, one of my ‘weak’ skills is ‘Time Management’. There are different resources that can be used in order in improve my ‘Time Management’ skills.



Pareto 80/20 Rule
First developed by an Italian man name Vilfredo Pareto, who was a sociologist and economist.  
Pareto focused on how the top 20% of all activities account for 80% of the results. One a list is made of the tasks and jobs that needs to be completed, ‘set priorities’ and focus on those.  (20%). Once those jobs and tasks are completed, that is the ‘80%’ of your jobs completed as it will not have an effect or impact anything other tasks.
(In reference to YouTube video: ‘Time Management and the 80/20 Rule’)

R.A.C Method 
R.A.C is an abbreviation for ‘Record, Analyse and Change’. The R.A.C Method is a three-step process which helps to keep a track of where time is being spent and how much time is being given to that particular activity.  

Step 1- Record Everything: Detailed notes on all movement made that day with start and finish times. For example; alarm rang at 6.20am. Snoozed. Lay in bed for 6 minutes with my eyes closed. Checked social media for 22 minutes etc 
Step 2- Analyse: Reviewing the recorded notes. Select the top 5 ‘time wasters’ and remove from routine. For example; snoozing alarm results to laying in bed and browsing on social media. That time could be used to get things ready for work or reviewing notes for work.   
Step 3- Changes: An additional three-steps 
1. Prioritise: Limiting to do list to 5 things, number 1 being the most important to the least important.
2. Declutter: Clean up as you go along.
3. Schedule: Choose starting and finishing point to keep schedule of what has been completed and needs to be completed. 
(In reference to YouTube video: ‘How to Manage Your Time Better’)







Eisenhower Time Management Grid 
[image: ]
Designed by author 
This method was developed by Former US President, Dwight D. Eisenhower during his time in presidency between 1953 to 1961.
The aim of this method was to learn that not all tasks are important nor are they all urgent. 
When writing a ‘to-do’ list, considering when the tasks needs to be completed aides with knowing where to place it within the grid. For example, buying food for dinner would be placed in ‘Very important but not urgent’ section as it is a task that needs to be done but it can be completed on the way home from work or as another task is being completed. 
Everyone has different view and situations are different. What someone considers important depends on the circumstances. 
(In reference to YouTube video: ‘Eisenhower’s method explained’)
[bookmark: _GoBack]
How to Stop Procrastinating 
Procrastinating = Lying to yourself 
Similar to the R.A.C method, there are also three-steps to aide with no longer procrastinating. 
Step 1: “Eat the elephant”
Starting off with the most demanding task, take it step by step. Use time and energy efficiently by breaking down the task with incentives to be enjoyed after every step to keep up motivation. If necessary, break down hour by hour.
Step 2: ‘Goblins’
The starting point does not always have to be the beginning but where the most knowledge lies.
Step 3: ‘Ignore the siren’s song’
Do not allow yourself to get distracted. Find out what the distraction are and place somewhere out of sight or mute it. 
(In reference to YouTube video: ‘How to Stop Procrastinating’)

4.4 Mind Tools 
(Please refer to in-class activity ‘Test Your Skills and Find the Resources That Will Help You Most’)

From the results shown, I am in the regions of ‘Often’ and ‘Sometimes’ when it comes to where I place myself in the following categories; 

Leadership: I aware that leadership is a demanding position that frequently asks for order not only for the workflow but for the working relationship. Leadership need to be inclusive to all that work within and other departments whilst allowing opportunities for those who seek professional growth, to get it. 

Decision Making: Being in-decisive is one of my major weak points as I know that making decisions with enough thought is necessary to finding the best solution, however, I have a tendency to ‘over think’ which affects a final decision being made. On the contrary to this, I also want to find the most efficient solution that has the least chance of backfiring in the future.

Communication: Sharing my thoughts is often difficult as I consider who I am talking to and the reason for needed to share those thoughts. Often, the thoughts are related to things I believe I can solve independently. I do not use my team working skills to listen to others views and possibly find a better/efficient solution.

Time management: As another one of my major weaknesses, referring to completing tasks and jobs, I am often well organised in allocating time to do it, however, when completing the task within assigned time, I am not always able to complete it. I believe this is linked to my in-decisive nature and overthinking how to complete it. Regarding attendance, that is one of my strengths which makes me a reliable worker, however, punctuality is something I will need to improve as my timing will have a greater impact on my colleagues and organisation.   

Confidence approach: My confidence approach is based on whether it is something professional or personal. When it is linked in to needing to approach something professional, I am more open to setbacks, mistakes being and understanding to everyone having different ways of approaching work. On the other hand, when approaching somethings personally, I am less accommodating as it has more of an emotional attachment. 

		

	Starting Period: 4.5    Personal Development Plan


	
January 2020
	Ending Period:
	
August 2022


	
	Goal/ Target
	What will I do?
	What do I need?
(resources and support)
	How likely am I to achieve this?
	Target Time
(review and completion)

	1
	Computer Skills
	Enrol to online or onsite classes 
	Laptop 
Flexibility with work
	Receiving regular feedback from tutor and peers 
	April 2020
Completion 
August 2020

	2
	Writing 
(grammar and handwriting)
	Watch videos 
Read about basic grammar 
Practice writing (handwriting and emails)
	Daily/ weekly reminders 
Self help books 
Stationary
Laptop
Practice time at home and work
	Practicing once a week
Watching videos 
Receiving feedback from family 
	February 2020 
Completion: TBC

	3
	EFL Teaching 
	Enrol onto a course (onsite)
	Flexibility with work and home 
Laptop 
Placement  
Stationary
Textbooks 
Online access to teach English
	Feedback from tutor 
Completing in class activity 
Feedback from student from placement
	March 2021 
Completion: April 2021 

	4
	Managerial Skills
	Discuss with workplace
Enrol onto a course 
	Shadowing ‘Head of Department’
Flexibility at work
	Feedback from ‘Head of Department’
Opportunity to lead a small group/team 
Become class representative 
	May 2020 
Completion: TBC 

	5
	Certificate of Higher Education 
Skills for the Workplace
Health and Social care 
	Enrol to course
	Laptop 
Flexibility from work and home
Student Loans 
	90-100% Attendance 
Complete in-class activities 
Practice what I am taught in workplace 

	October 2019
Completion: July 2020


    

Designed by author 

5.0 Conclusion
In order to be employable, skills a candidate possess are needed in order to do a job well. Self-knowledge (S.W.O.T) is a good tool to use to note where strengths and weaknesses are whilst finding possibilities for progression. Similarly, making a plan (PDP- Personal Development Plan) to take hold of and achieve those targets are also beneficial to extending ones skills list, making it worthwhile to becoming a stronger candidate when applying for a job.
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