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Introduction:
The purpose of my report writing is to demonstrate and analyse my own academic and employability Skills, along with hard and soft skills referencing published literature. I would complete this report by taking into consideration the skills and knowledge I had before starting the course, how has this developed in the first term and what I would expect by the end of year. Furthermore analysing personal skills that link to the world of work.

Descriptions:
Academic skills are a collection of study habits, learning strategies, and time management tools that help students learn and absorb school lessons (Upson, 2003-2020).Having highly transferable and desirable employability skills will make you an ideal candidate or employee for a particular job role.  They are usually the skills an employer looks for in a potential employee. The umbrella term used to describe this is called Employability Skills. (Duszynski, 2020) 
[image: https://www.thebalancecareers.com/thmb/DQxIKxV7Ra8SgFItKF8EpHSp0Ec=/950x0/filters:max_bytes(150000):strip_icc()/what-are-hard-skills-2060829-v3-107ac7d540ec4e0594dc3f6c3fda0659.png] (Dunphy, 2019)
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Swot Analysis

Swot Analysis is a way of defining and understanding personal strengths, weaknesses, opportunities and threats. This method can be very useful and straightforward when planning the future or specific goal in life. (Grant, 2020)
The swot analysis allows the individual to reflect on their own strong and weak points. This allows the individual to plan ahead and be ready for complications or problems. For example my personal SWOT analysis is crucial to me because it clearly indicates the skills I am good at and the skills I need to improve in order to proceed with my study’s and get a diploma with good results.
Strengths 
The meaning of personal strengths is the ability to view areas/key skills which a person is strongly capable of. The importance of that would be that a person can introduce his/her self in a specific way. Being aware of personal strengths can keep a person well ahead with their goals and ambitions. For example by being aware of individual capabilities finding a job could be much simpler. 
Good communication Skills is my number one strength. This includes being able to interact orally or in writing with people with a wide range of backgrounds. This is such an important skill to have in the workplace because it can be a safe place for creative thinking, gives work satisfaction, takes you a long way of building effective teams, and makes you highly employable. (Griffiths, 2015)
Being target focused allows me to think outside the box and try different ways of achieving my target. I believe that this is a great skill to have being aware of my expectations of the future. In relation to that I can find different directions and pathways to overcome any problems on the way and reach my goal. This makes me more employable because it demonstrates to the employer that I can achieve any target set confidentially.
Another strength I possess is being respectful. This can be an employability skill searched by employers who are looking for new staff. This strength can be useful both in a work or an educational setting. This is because it portrays the way I treat people and want to be treated. Therefore by being respectful to everyone’s background race and culture will create a fair environment, contribute to job satisfaction and increase colleague engagement.
Similarly an eager to learn-a key skill differentiates me between others, as I would do my absolute best to take in as much information as possible from the speaker. In today’s constantly changing and developing society the willingness to learn is crucial for developing and reaching my goals. Willingness to learn is such a valuable skill that most companies are looking for in their potential employees nowadays.
During my time in Term one classes I haven’t improved any of my strengths as my weaknesses were more important to me and I have concentrated on them more. However I have understood the importance of having such key skills as a strength. In the future they will enable me to get the best qualification, continue my studies and get the best job possible.

Weaknesses
Weakness is the skills that a person would probably require and need. However they lack or need improving. For example if an individual wishes to pursue a specific career path but unfortunately lack skills which are essential. The person can than allocate more time and put more effort into improving those skills and better oneself for a brighter future.

My main weakness is time management. The importance of having this skill is huge. Time management allows people to allocate specific time for each activity. This is done to maximise organisation. Having the ability to manage my time would allow me to accomplish all set tasks and be more successful in my career in the future. All current companies are requiring this skill as it allows them to be more sufficient as a business and to meet certain expectations. In the beginning of the course my time management skill was awful. Due to the lack of this skill most of the time I had no personal time to myself. However at the end of term I feel much more optimistic about my time management. I believe that homework’s, classwork’s and discussions has helped me improve my skill. For example I started doing my homework’s as soon as I had the time so I knew I have completed it ready to hand in. This allowed me to spare some time for myself. 
Secondly my weakness would be Academic Writing. This is such an important skill to possess because I want to continue studying until I reach PhDs in business. In order for me to accomplish this being able to academically write essays are crucial for acceptance into courses. Plagiarism is very important topic we have discussed in class. In order to avoid plagiarism for my assignment I have considered paraphrasing information and summarising. In the beginning of the course I didn’t really have an idea how to improve my skill. However at the end of this term I’m starting to get an idea of how to improve myself. I believe that at the end of the course I would have written couple of essays and reports. This will prepare me for future studies, allow me to practise my writing skills and get feedback. Employers are searching for people with writing skills as employees are required to be able to write structured emails to business customers.
Due to my bilingual background my English vocabulary is not sufficient. It is very important to portray a wide range of vocabulary either by writing or speaking. This makes oneself look smarter, qualified and more presentable. During an application for a job or a job interview it’s beneficial that a person uses selected vocabulary to express their self and to impress the employer. Before the course I have practised to improve this skill on my own however I wasn’t successful.  The reason for that is I didn’t have anyone to speak to and learn new vocabulary from. In this instance my lecturer had a wide knowledge of vocabulary therefore every class I learned new words.

Opportunities:
An opportunity is a chance a person gets in life to improve future and quality of life. It is very important to be aware of any opportunities may come our way. Being aware of our chances will make it easier to make decisions in life. 
One of the opportunities I have for the future is getting a diploma for Certificate in Higher Education: Skills for the workplace with good marks. It is very important for me to do my best and take this opportunity. The reason being it will open a door to accomplish my goal of further education to PhD business. If I successfully get the diploma at the end of the year I will also be able to get I better job such as a receptionist or even manager in addition to my studies.
Another opportunity I have for the future is being able to open up my own hairdressing salon. This opportunity is my main goal for the foreseeable future. It is very important for me to achieve this target. Mainly because after completion of my studies this is the career path I would like to follow. At the end of this course I will be one step closer to my dream. The skills and knowledge through the terms will allow me to proceed to the next step of pursuing my career.
Threats
Although I have opportunities awaiting, on the other hand there are also threats which will challenge me to plan the future. Threats are factors which may prevent or require a person to take another way of achieving goals/ambitions. Threats can be both positive and negative. Positives can be that if a person faces a threat this will make them work hard and overcome obstacles. On the other hand if a person lacks self-confidence threats can be very daunting. Not being confident enough to overcome hard situations can put a person into stress and make them question their decisions and ambitions.
One of the major threats that stand in front of me is “not being able to pass”. If I cannot successfully complete my assignment for all modules and I fail. This would be heart-breaking as I would need to think of another pathway to continue my qualifications leading to having my own business. In order to overcome this threat I will take every opportunity to improve my assignments and do my best to get the grades I deserve.
Another threat on the way to success is having so many competitors on the market, either with more experience or better qualifications. In order to overcome this I will build my own niche to have more room for my customers. I will develop a target audience. This will help me improve my business such as working on my hairstyles for the target group. I will try and provide my clients with the lowest prices but quality hair treatments. Developing a unique selling point will make potential customers come to me rather than other hair salons.

Personal development Plan
The definition of a personal development plan is knowing where you are at the moment (this can be financially or physically) and where you would like to be at the end of a year and in the future. The ability to have a knowledge of your current study and employability skills and the willingness to enhance them. (Morgan, 2017)Personal development plan can be reviewed daily monthly or yearly to check if progression is being made. 
End of term goals:
My main goal for the end of this term is to develop my academic skills leading to completing my module assignments with success for this term. In order for me to accomplish this I will have to attend all scheduled classes. Being attentive can be very helpful in collecting as much information as possible for the assignments. I will be allocating some self-study at home. I will improve my skills by reading some books which are on the modules reading list. This will also enhance my overall vocabulary allow me to express myself better either in writing or oral communication.
Goals after a Year:
My hope for the year after completion of my certificate in higher education: Skills for the workplace is to progress onto business course. In order for me to accomplish this I will use my academic and employability skills to apply and attend the university interview. The skills gained from this module will allow me to present myself academically professional. Overall by being a good student that puts 100 percent effort into everything I can get good references from the lecturers and university of wales trinity saint David London. These can be used to apply for my business course next year. The references will foreshadow my success ability and willingness to learn.
In five years’ time goals:
In the future after completion of my business PhDs my ambition is to create my own business and open a hairdressing salon. To make this a reality the first thing after qualifications is my practical hair skills. I will gradually improve these and gain more experience by working in a hairdressing salon along with experienced hairdressers.  I will pay extra attention and absorb as much information as possible on the finance modules as borrowing a loan could be necessary to accomplish my dream.

World of Work
“The world of work is made up of things most of us recognize, like occupations, jobs, employers, employees, pay checks and etc.” (Morin, 2019)
The world of work means how a person experiences work in their own way. For example two people can be doing the exact same job for the exact same company with exactly same pay. However one may love his occupation and position in the company. On the other hand the other person might hate every bit of it. 
In order to build your own world of work the first thing to start off with is Preferences. Having a clear idea of what an individual is expecting from a job, apprenticeship, voluntary work etc. Secondary main personal strengths need to be looked at this will be helpful when reading requirements for a desired job in making sure the candidate it’s the right fit. Fourth point would be the expectations of a job or a career. Lastly the expected pay should be considered before application and interview. There are so many career websites offering to help in creating your own world of work and individual experiences. (Scotland, n.d.)



Conclusion
To conclude my report I have discussed main strengths weaknesses opportunities and threats. Summarising the importance being individually aware of them. Moreover I have included how I have improved myself due to the academic and employability module this term. In addition I have looked at my personal plan and what I would like to achieve at certain points of my life. I have clearly indicated an understanding of the world of work by citation web pages with career development advice. I have made sure all my work is easily accessible by labelling pages and inserting a contents page for an effortless browse. 
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Personal development Plan

AT THE END OF TERM

AFTER 1 YEAR

AFTER 5 YEARS

1.Passing my modules

!

Attend classes
|

Pay attention in classes
|

!

Regular self -study at home by
allocating 2 hours a week for
each module

|

Reading books from module
descriptor reading list to
enhance vocabulary and have
a better understanding of
assignment

2.Progressing onto a business

course
|

v

Getting a certificate skills for
the workplace with the highest
points possible by putting in
100% effort on all assignment
classwork and homework’s

v

Completing all homework
classwork assignments and
presentations by paying
attention in class

|

v

Getting good references from
lecturers

3. Opening up my hairdressing
salon |

Practising my practical skills
for hair |

Completing all my modules
and assignments for the
business course

|

Working more hours to save
more money

Paying more attention to the
finance side of business
(borrowing a loan could be
necessary)

FEEDBACK from Peter Allen: “A good effort but more detail is required for you to be able to asses if you
are making the progress you require”

Note: This is an updated version

Nursel aleksandrova
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REFERENCING EXERCISE
Exercise 1

Six publications of various formats are described below. Try expressing the
reference details for each in the Harvard style and putting them into alphabetical
order in a reference list.

1. Abook with the title: 'Occupational health and safety’, published in Sydney in 2004
by McGraw-Hill, with authors M. Stewart and F. Heyes. This is the second edition.
(M.Stewart, 2004)

2. Abook with the title: 'Internal control and corporate governance', with authors K.
Adams, R. Grose, D. Leeson and H. Hamilton, published in Frenchs Forest, NSW
by Pearson Education Australia in 2003. (K.Adams, 2003)

3. An article by M. Scardamalia and C. Bereiter, called 'Schools as knowledge-building
organizations', published in 1999 in a book edited by D. Keating and C. Hertzman,
called 'Today's children, tomorrow's society' in New York by Guilford as pages 274
to 289. (C.Bereiter, 1999)

4. An article by J. R. Savery and T. M. Duffy, called 'Problem based learning: an
instructional model and its constructivist framework', published on pages 31 to 38 in
the journal 'Educational Technology', volume 35, number 5, in 1995. (DUFFY, 1995)

5. An article called 'Integration and thematic teaching: integration to improve teaching
and learning' by S. Lipson, S. Valencia, K. Wixson and C. Peters, published in 1993
in the journal 'Language Arts', volume 70, number 4, pages 252 to 263. (S.LIPSON,
1993)

6. Avideorecording of a television documentary called 'Embers of the sun', produced
in 1999 by the Australian Broadcasting Corporation in Sydney. (Sydney, 1999)
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Paraphrasing means changing the wording of a text so that itis
significanty different from the original source, without changing
the meaning. Effective paraphrasing s a key academic skill needed
to avoid the risk of plagiarism, and to demonstrate your
understanding of a source. This unit focuses on techniques for
‘paraphrasing as part of the note-making and summarising process.

CHAPTER

0 Paraphrasing

1 The elements of effective paraphrasing

Paraphrasing and summarising are normally used together i essay writing,
but while summarising aims to reduce 2 source to an appropriate length,
paraphrasing sttempts to restte the elevant nformation. For example, the
following sentence:

There has been much dsbate about the reasons for the
industrial revolution happening in eighteenth-century Britain,
rather than in France or Germany.

could be parsphrased:

Why the industrial revolution occurred in Britain in the.
eighteenth contury, instead of on the continen, has been the
subject of considerable discussion.

Note that an ffective paraphrise usually:

has a different structure to the original
has mainly different vocabulary
retains the same meaning

keeps some phrases from the original that are in common use
e.g. industrial revolution’ or ‘elghteenth century’

2 Practice exercise: Paraphrasing

B Readthe ext below, and then decde which f the the paraphrases.
(a-c)is best.

| THE CAUSES OF THE INDUSTRIAL
REVOLUTION

21

Alln (2009)argues tha the best explanation for the Bitish
locaton of theindustria realution i found by studying
domand factors. By tho caly ightsenth century igh wogos
and choap anoray wero both feature of the Brish economy.
Consequontly, the mechanisation ofindustry through such
inventions as the steam engine and mechanical spinning was.
proftablo because employars wer abl to aconomise on
Iabour by spending on coal. At that time, no other country
hed this partcular combination of expensive labour and
abundant fuel

Jo A focus on demand may help explain the UK origin of the.
industrial revolution. At that time workers' pay was high, but

energy from coal was inexponsive. This encouraged the.
vlopmant of inventions such as steam powar, which
ed bosses (0 save money by mechanising production
n, 2009)

) The reason why Britain was the birthplace of the industrial
revolution can bo undorstood by analysing demand in the
early 17005, according to Alon (2009). Ho maintins that,

uniquely, Britain had the critical combination of cheap energy.
from coal and high labour costs. This encouraged the adoption
of stoam power to mechanise production, thus saving on
‘wages and increasing profitabily.

le) Atlon (2008) claims that the clearast explanation for the UK

location of the industrial rovolution is seen by examining
‘demand factors. By the sighteenth contury cheap enorgy and
high wages were both aspects of the British oconomy. As
result, the mechanisation of industry through inventions such
as the steam engine and mechanical spinning was profitable
because employers wer able o save money on employees by
sponding on coal. At that ime, Britain was the only country
with significant deposits of coal
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3 Techniques for paraphrasing.

(a) Changing vocabulary by using synonyms:

&

‘ques > laims/ sightsenth contury > 17008/ wages > labour
costelaconomise > saving

Do no anempt o paraphse ey word, e some e 0 e
Symonym ¢5, demand, cconomy, cocrey
(61 Changing word class:

oxplanation (n. > explain (v)  mechanical (ad}) > mechanise
)/ proftabl (aci) > proftabily (n)

) Changing word order:

the best explanation for the Britsh location of the industril
revolution s found by studying demand factors.

> Afocus on demand may help explain the UK oigin of the
industrialrevolution,

E

The growth of the car industry paralels the development of
modern capitalism. It began in France and Germany, but took
offin the United States. There Henry Ford adapted the moving
production line from the Chicago meat industry to motor
manufacturing, thus inventing mass production. In the 19205
Alfred Sloan's management thaories helped General Motors to
become the world's dominant car company. After the Second
World War the car makers focused on the styling of their
products, to encourage more frequent model changes.

From the 19705 there was criticism of the industry due to the
inefficiency of most vehicles, which used patrol wastefully.
Atthe same time, trades unions became increasingly militant
in defence of their members’ jobs. Today the industry owns
some of the most famous brands in the world. However, many
car makers are currently threatened by increased competition
and saturated marks.

FOUR WHEELS GOOD

5 Practice exercise: Synonyms

W Find synonyms for the words underlned.

(a) The rowth of the car industry paraliels the development of
‘modern capitalism.

Started

Jample: The rise of the automabile industry matches the

~—)"" orogtess of contemporary capitatsm.

Got bigger

() It bagan in France and Germany, but took off in the United

States.

Manufacture

Modified

here Henry Ford adaptad the moving productian fn

mass production.

hicago meat industry to motor manufacturing, ;m.q‘:emi..q

car

6 Practice exercise: Word class

e from the

B Change the word class of the underlined words. and then rewrite the

sentences.

(a) In the 1920s Alfred Sloan’s management theories helped
General Motors to become the world's dominant car
company.

Example: In the 19205, with help from the managerial theo
of Alfred Sloan, General Motors dominated the
world's car companies.

fter the Second World War the car makers.

style

«—Htyling of their products, to encourage more fr

hanges. Crticised

©) From the 1970s there was erliiam of the ndustry due

Inefficient, |

e inefficiency of most vehicles, which used petrol
astefully.

Wasteful

rios

sed on the
uent model





image8.png
b. After the Second World War, In order to encourage more frequent model changes, the car maker's main focus was the style of their
products.

. From 19705, the industry was critcised because the use of wasteful petrol made most vehicles inefficient

7 Practice exercise: Word order
I Change the word order of the following sentences other chandes 3 Practice exercise: Summarising
maybe eeded).
W Read the fext (3.1) on the following page and the summaries (a)-(c).
(@) Atthe same time, trades unions became increasingly milftant Rate them 1 (best) fo 3.
in defonce ofther members' obs.

Exampl: At the same time increasingly miliant rades unions ) Disruptive technology, according to two researchers from the
efended their members'jobs. Harvard Business School, is a new invention which attracts
enough buyers to become established in the market, and then

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

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

(B) Today the industry owns the world's most famous brands.

(c) Many car makers however are threatened by currently increased competition
and saturated markets.
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4 Practice Summarising — read the following text and underline key words

WEALTH AND FERTILITY

For most o the past contury an invarsa carralation between
human fertilty and economic development has been found
“This means that as a country got risher.the average number of
children born to each woman got smaler. While in the poorest
countries women often have eight children, the rate fllas low
513 in some European countrios such as laly, which is
below the replacement rate. Such a low rate has two lkely
negative consequences: the population will flln the long
term, and a arowing number of ld people wil have to be
supported by a shrinking number of young. But a recent study
by researchers from Pennsylvania University suggests that this
pattern may be changing. They related countries’ fertilty rates
o their human development index (HDI), a figure with a
maximum value of 1.0, which assesses
average income and education le
have an HDI of more than 0.9, and in @ majorit of these the
fertlty rate has started to , and in some is
approaching two chidren per woman. Although there are
xcopions such as Japan, it appears that over higher levels of
woalth and aducation aventually transiate into  desir for

(o) In some, number of children born

o each woman got smaller

6 Two results: smaller populations and

More elderly people:

(d) Recent research claims that

The pattern may be changing

e) Comps

n of HDI (human development index:

Has started to increase to two chidren per woman

TV Tertiy Tound that T miost RigHTy rated (+0.9)

‘Wealth and education translates to desire of having.
more children

countriel
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Hard SKi“S? =
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Examples: computer
programming. writing,
mathematics, law

They're acquired through
formal education and
training programs

Job success typically
requires combination of
hard skills and soft (or
interpersonal) skills

@) the balance
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What Exactly Are Soft Skills?

Soft skills are personal attributes needed for success on the job.

Time Management Networking Teamwork
Creative Thinking Conflict Resolution

[b the balance
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NURSEL ALEKSANDROVA

STRENTHS:

® GOOD COMMUNICATION SKILLS

® TARGET FOCUSED
® RESPECTFUL

® PROBLEM SOLVER
® EAGERTO LEARN

® ATTENTIVE

®  TRUSTWORHTY

® PATIENT

WEAKNESE

*  LACK OF CONFIDENCE

*  ORGANISATION

e SPONTEINITY(WORK BETTER WHEN
PREPARED)

e TIME MANAGEMENT

* ACADEMIC WRITING

e VOCABULARY

PERSONAL SWOT ANALYSIS

OPPORTUNITIES:

* DIPLOMA

e  OPENING UP MY OWN BUSINESS

THREATS:

* NOT BEING ABLE TO PASS

e TOO MANY COMPETITORS WITH
SAME/HIGHER QUALIFICATIONS

*  BALANCING WORK STUDY AND
PERSONAL LIFE

FEEDBACK PETER ALLEN: “GOOD. Now use this to develop your PDP”





