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Introduction  
Business world is changing faster, demanding new and different skills in order to open 

employment opportunities which are closed for those who are not willing to update their 

expertise’s such as intrapersonal skills; that are nowadays equally or more beneficial for 

employers. Having the right skills to find or reach your dream job, is vital requirement on 

business world that you have to master.  

This report has the objective to explore the skills, analyse soft and technical skills, in order to 

nurture and develop new capabilities as well as gaining confidence and tools to complete this 

course, with the intent to polish the Curriculum Vitae and attract attention from intended  

companies with the aim to be employed with them. Moreover, correlate S.W.O.T analysis  with 

academic studying can explain the importance of learning, mature ideas that afterwards can be 

implemented in the workplace. Lastly, according to the available theories, class materials; 

lectures and exercises, that are helpful in the analyses of academic and employability skills. 

Skills Definition  
Skill is a expertise developed through training or educational process, facilitating the 

conclusion of tasks more productively; especially if they are repeatedly used. 

Skills can be separated in several categories, however the focus will be pointed to hard skills 

also named technical skills and soft skills. Both categories can be equally improved or 

developed  as each person realize the importance of a particular asset of competences. 

Hard Skills / Technical Skills 

Hard skills are the capacity to execute specifics and functional pieces of work (Cimatti, 2016). 

Hard skills are obtained in form of certificates, trainings and degrees. Normally, described in 

CVs and discussed in interviews, hard skills are the easiest to identify because they can be 

quantifiable and evaluable scrutinised (Srinivasan, 2019). Although at present,  the recruiters 

are more interested in soft skills which are in high demand around Companies. My IT skills  

and till skills were acquired in different trainings, considered extra expertise’s that can enhance 

the quality of my Curriculum Vitae. 

Soft Skills / Transferable Skills 

After an intense research it was difficult to define soft skills accurately. According with  

Alfonso and Baumgarten (2019), soft skills are described as interpersonal qualities and 

personal rules that well-applied in workplace or different environments brings harmony and 

good relationships. Moreover, Soft skills are also called transferable because they are taken 

along with the citizen wherever he/ she goes which enable the development and growth of 

employability and studying skills if learnt or improved. As example of soft skills are 

Communication, Time management and Team-working. 
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Communication 

Listening, speaking, writing and reading are the most  basic abilities we have got, but 

sometimes very hard to apply for a foreigner. According to Morgan (2017), listening is  the 

capacity that enable understand verbal messages. In workplace listening properly the customers 

will help to provide the right resolution for problems presented. Besides that, a person willing 

to improve listening skills to comprehend others more easily, tend to empathize with the team 

which could avoid disputes during the assignments and in other situations. 

Speaking comes directly related with listening. Speaking the right set of words while using the 

right tone will help deliver the exact solution to customers  and also come up with impactful 

speeches during presentations. Although, speaking requires adaptation according to audience 

or person otherwise the wrong message can be send by not using the right words. So, before 

speaking is necessary think and articulate carefully the words chosen  to keep away 

misunderstandings and unnecessary troubles.  

According to Suarez (2019), to write an email, an assignment or any piece of text in order to  

send the right message or be considered significant, you have to master the writing skills. 

Recognize formal style and informal writing, apply the proper tone; learn the techniques of 

grammar, punctuation and never forget to proofreading makes possible communicate clearly 

and concisely when necessary . In consequence, put down the essays, emails and presentations 

for work or academic studies will steal less of your time when writing in plain English. 

Reading plays a vital role in our daily lives. Considering in whatever place you go; train, work 

or University always find something to read or instructions to follow, reading has to be one of 

priorities in our lives and improve it our primary choice. The result at workplace or even at 

University is having the advantage of understanding that facilitate the accomplish of deadlines 

and tasks specified. 

Time Management  

According with Morgan, (2017), time management is how someone can be productive with 

their time. According to Rosenberg, (2017) time management part of parental teachings, 

however when this valuable skill is not taught by the parents, school is introduced in citizens 

lives which give them the second awareness about time management. Moreover, learning arrive 

on time at classes or finishing exams within the time given; or even deliver individual or group 

assignments without delay can be challenging but tangible. In result, time management will be 

developed and transferred to  workplace,  shown by the accomplishment of targets given during 

the shifts or in other many occasions. In addition, learning about the importance of punctuality 

as result of managing properly the 24 hours of each day, will bring positive consequences such 

as improvement of their grades  and transform those students in more consistent and trustful 

employees. I consider myself exceptional in organizing my time, around personal and 

professional activities such as job, time around friends and family, however my new routines 

(attending classes, studying to improve the English language to do better on assignments) 

brought new challenges that only can be crossed over if prioritizing is my priority. 
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Team-Working 

According to Morgan, (2017), consist in having a number of men and women focused on the 

same objective to achieve a common goal, however is preferable that the members of the team 

do not have the same background, bringing to the environment different skills and experiences 

that increases the potential of the success of the team. Katzenbach and Smith (1993)  stated 

that the teams must have maximum seven co-workers in order to be more functional. Plus,  the 

goal proposed is the most important aspect where all members are willing to quit of something 

or make sacrifices, along with clarity and plan drawn. In addition, teams need to resolve their 

disputes and support each other for the accomplishment of the project. According to Morgan 

(2017, pp209), exist  “good reasons to avoid working with friends”. Relating Morgan’s words 

with my life experience from workplaces, I totally agree. When working with friends various 

frictions might occur, where friends do not have the same view around what is working in team 

or might become lazy and overload the other members of the team with their parts of the 

project. The outcome can result in the breakage of trust and friendship due to the 

misinterpretation of the capability of friends working together as team. 

Academic Skills 
This group of transferable skills will save your academic life. Rephrasing, researching, 

presenting information and summarizing at first thought seems insignificant aspects, without 

any utility soon academic period finish, except that developing those academic skills will built 

students confidence to perform better at workplace and transform their careers positively. 

According to Gahan (2018), paraphrasing  is rephrasing others peoples words without losing 

the essence of the topic. Rephrasing will help you acquire more vocabulary and avoid 

plagiarism which means the appropriation of others people words and ideas. The act of 

plagiarism can put you in very serious trouble breaking the trust of the Institution in you. 

Certainly, as you develop research skills your vocabulary will be multiplied. As consequence 

of your research skills improvement, you will be able to achieve maximum productivity with 

minimum effort. Furthermore, the increment of your vocabulary makes you more confident, 

reflecting the results when presenting information, at academic or career levels. Even though, 

presenting information is related with the kind of message you want to send or people you 

would like to impact. According to (Morgan, 2017), finding a balance between formal and 

informal style during the presentation is important because will affect the audience engagement 

and understanding when sharing information. In order to avoid unpleasant experiences like 

nerves breakdown during a presentation, is necessary to practice and rehearse as many times 

necessary. Being self-confident and calm is helpful for the success of presentations. 

According to Freedman (2012), summarize is the reproduction of work done by yourself or 

others, using a few words to describe the main ideas and goals. It helps to keep ideas as to be 

used them on assignments or understand rapidly which steps follow on a task given. 
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S.W.O.T Analysis 
 Typically is the search of internal ( Weakness and Strengths) as well as external (Opportunities 

and Treats) aspects of a business or a person to obtain vital information in order to build 

guidance around goals proposed (Shaw, 2017). 

Strengths 

Three of my biggest strength are the ability  of working-under-pressure, problem-solving and 

punctuality. Working-under-pressure and problem-solving walk together either in workplace 

or school because in both environment always are found tasks and guidelines to follow and 

manage, otherwise grades or job can be jeopardize and lost. 

Punctuality is seen as a great value point in a workers or students because sends the message 

that you are a person that can organize sharply your schedule and demonstrate respect for the 

others who have their obligation and schedules as well.  Moreover, to increase my technologic 

abilities and general knowledge, I completed an IT course (level 2). 

Weakness 

Along with my new job at Lidl I discover an interest aspect of myself which is I get quickly 

bored on day-to-day job if I do not keep learning something new. For this reason, I know that 

leadership position suits me and I am capable of growing in a Company. More training in 

leadership could help improve my strengths in this area as develop my weakness that are the 

capability of delegating tasks and empathise with co-worker on a genuine matter. Other 

weakness is the lack of Certificates or degree in Management   important nowadays.  

Opportunities 

Lidl is my main focus now in terms of job’s opportunities because is International Business 

Corporation, stablished around Europe and growing inside of England as well as  having 

thousands of position available and one of the best wages on retail market. In addition, the fact 

of working already to this Company open opportunities to gain knowledge and network that 

could help me conquer a leadership position or even more. Having the opportunity to continue 

studying and learning from inside will be essential to build the assets needed to go higher at 

Lidl or other big Company. 

Treats 

One of biggest external issue  at the moment resides around Brexit and how will affect retail 

jobs, leadership positions or mutate the Companies in order to survive the changes that might 

happen. Other treats are the workers with more experience, more years working for the 

Company or having a good network inside the Company.  

I could also be a treat to myself as well, if I do not believe on my potential to evolve as a human 

being and professional, together with capacity of spot opportunities inside the Company when 

they appear. 
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Conclusion 
Pretended skills have to be conquered or improved in order to move forward on your carrier, 

become more productive in your job or looking for a promotion per example. Several 

definitions are found through books or online to describe skills, however I believe the one 

above suits for the propose of this report. 

Therefore, skills are divided in many categories and characterizing them will depend  on the 

assignments, research or any kind or work related to this object, but only two sub-categories 

were used, hard and soft skills. Hard skills are known for being the ones learnt through any 

type of educational training and soft skills if you are born with them, good! They can be turn 

in unbeatable skills but if you do not have them, never is too late to learn them with training, 

apprenticeship, etc. Soft skill stands for many transferable expertise’s. Although,  for this report 

were explored Communication, Time management and Team-work that can be easily 

transformed in Employability skills because master them put anyone steps away from da 

competition. Employability skills along with academic skills taught in this course, definitely 

will boost all capabilities intrapersonal and trained skills. S.W.O.T analysis typically applied 

for development of businesses, can also be used for the analysis and recognition of personal 

characteristics. As consequence of the analysis, strengths and weaknesses along with 

opportunities and threats are traceable, eliminable or gainable for a greater purpose, sustained 

by variable goals. In sum, the S.W.O.T analysis along with the development of hard and soft 

skills whereas through educational or any other type of training will give the tools to trace a 

plan with the objective to achieve personal and professional target planned. 
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