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Introduction
In this Report  I will be discussing what employability skill is and the best way to describe what skill actually is. This report will also reflect my first term in UWTSD, what I have learnt this report  will also  include my skills at work and how implement my skills on a day to day basis.  This report will be structured with me first discussing the best way to describe academic skill is and different types of skill set. the second part what my skills are and what I have learnt in this term I shall also be trying my best to explain what a skill is, my strengths and weakness and how they can be improved by discussing my SWOT analysis. It will both show how employability skills, from my class lesson with our lecture and also my own research. 

















Skills
Some of the skills In todays discussion will be , Time management, Team working, Communication, paraphrasing and referencing. Also how we use them on a day to day life and  what I learnt in my academic year so far. A skill is and ability to carry out a job in a confident manner, their are loads of different types of skills from Time Management, Team working, Communication, Problem solving, leadership, Organization all these are all a form of skills that you need at work and day to day life. The more you work on these the more their become a skill set that you can be confident that when at work you can implement them without even knowing that you are doing them. Here are two great definition of employability.
“A set of achievements – skills understanding and personal attributes that make graduates more likely to gain employment and be successful in the chosen occupation which benefits themselves, the workplace, the community and economy” ( Mantze, Y. 2006 )
“ A set of attributes, skills and knowledge that all labour market participants should possess to ensure they have the capability of being effective in the workplace – to the benefit of themselves their employer and the wider community ” ( CBI, 2011 )
 
Communication is the most important skill we have we use it everyday the moment we wake up to the moment we go sleep. Communication ( Griffiths 2015) is a message from sender to receiver. At work we use all forms of communication and its very important in my work place as we are constantly serving customers we have communicate all the time, as the manager I have too constantly communicate with my staff and also customers another skill set is Listening you have to have that skill set as if you do not listen it will effect all work places even my work place. I use emails to communicate with my stock ordering companies sometimes have to  use telephone due to internet issues, communication is a  key skill to have. This term we started off by in class and communicating in store and doing in class activity but due to COVID 19 we have been push to online lessons and communicating by Windows Team and that it self was a new skill I learnt on how to use it as I had no idea how it worked online lesson I learnt that listening is the best way to learn and contribute when needed.
Time Management ( Morgan 2017) is using my time productively at work and making use of every min effectively at work, time and speed of are  service is very important so I to make sure my team and  I use every minute effectively how I do that is I will turn always 20 minutes before that start of my shift and get a head start of my work that needs to be done and to help my team on the jobs that needs to be completed I have put in place a time scale on what time products should be on the shelf and what time my team are aloud to have there breaks, a lot of the time I  get my staff to do certain jobs during the day to make use of every minute of the day. As the manager I always stay behind after work to help finish all jobs and set targets for the next day managing your time is very effective to help you succeed. Organizing your self if its doing assignments or when your at work is very important as helps you stay on top of things and also will help you manage your time. I always like to stay organized as person and a manager so I can set my day out and my task all on a time limit to help my day run smoothly.
Team Working  ( Morgan 2017 ) teamwork  is best defined as a group of people helping each other to achieve the goals are set as the long as the team is willing to help each other then the team will achieve everything they set to do at their best capability. My team and I work very close together and when it get busy we are all hands on deck when any of my staff is struggling there is always another staff member willing to always jump in and help and that is great example of what teamwork is best defined as. In my first term we have formed a group of six colleges to do power point slide show on our Digital Skills and Research Method so far we have decided to take one question each and do a slide on it we have all been working together and helping each other out so when one of us is struggling someone is always willing to help. I have always loved working as a team and have but my willingness to help my team so there will always be a good team morale and excellent team spirit.
 SWOT Analysis. I have learnt  many skills over the years and one of my strongest skill I poses is leadership as a manager I have to always lead by example to help our business succeed. My weakness over the years I have noticed that I can always improve in every department but my main weakness is that I choose not to read up on advice or instruction as I am more hands on deck on everything I do I tend to try it first and read later but what I should and I am learning to do is read all relevant information and instruction before trying to do activity. In my organization we always have training days to help improve are weakness and skills and help us grow as a person. There are many threats to helping people improve on their weakness one of them is money a lot of the time company will pay for training but if choose do it on your own then maybe finically it may not be possible to achieve your goal at this current time we are also going through a major pandemic  COVD19 so this has halted everyone in day to day life and even training and learning from experience the online team learning we have done has been great but face to face learning for me is for a lot better as I can see what lecture is trying to explain and show us.
In my Academic year so far I have learnt a few skills one thing I have learnt is how to summarize my work and also how to summaries and website article. Summaries a piece of work or a article can be quite easy if you understand what your summarizing. Summaries is reading a article or a piece of work and giving a brief statement of what you have read and understood from the article. This I have very important already as I have been summarizing work emails and it has made my life easier. I have also learnt how to do Paraphrasing, paraphrasing is using different words of a text, article , even a spoken sentence and putting it your onwards but not changing the actual article that was first said you are just rephrasing what was originally said. Referencing is the most important skill set I have learnt although I am still learning and my referencing is not best as I am still only started to understand and learnt it. Referencing is copying someone else is work or article from a textbook and using the relevant information from the book and added it to you assignment or report as look long as you use the right referencing formula which is called Harvard style referencing.  Plagiarism is taking a article or assignment coping it and making it your own work without any of the both I have just discussed Summarizing, Paraphrasing, and Referencing it is a serious offence and best way to avoid is by using the above three as mush as you can. Since the start of term I have been reading my textbooks to help me understand and research on my assignments I have been researching online articles and books for my referencing.
So far this year I have learnt a lot in my short time in this academic term one so far. I plan to use these skills to further my career and to help me with forth coming terms in all my assignments I have learnt what Plagiarism and how best to avoid it. I have learnt different types of ways to communicate and what best describes communication. I have also learnt how to PowerPoint and how to do different types of slides using different font sizes currently I am using PowerPoint to do group assignment in our Digital Skills And Research Method. Finally for next term I have been reading up and understanding how to do a business plan. In the past  few month I’ve learnt that I can learn more and improve on my weakness.
In this academic year I have learnt that skills can be any tool set you have from been a active listener to learning how to reference your work we all have different skills and some are better then others but one thing I have learnt is that there is always time to learn and grow as a person and so far this term I haven’t that the more skills I am learning the better it will be for my future as a manager and help me grow as a person. I plan to use what I have learnt in term one, is to use them in  term two and three and in my future plans to help me succeed. I plan to work on all my weaknesses and help others grow as well, I plan to read more and make use of the time. 
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