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Introduction

In this assignment I am going to explain what a skill is, what are employability skills, describing the meaning of hard skills and soft skills, and why it is important to have the adequate skills. My own skills analysis, describe my SWOT analysis and my personal development plan. Describe what academic skills are. Give a brief explanation about general transferable skill, like why time management is do important in a job, university or even in everyday life, the meaning of team working, describe problem solving and the great importance of communication. Describe research skills, like referencing to avoid plagiarism, paraphrasing, summarizing and communicating and the way to present information. 




















1. What is a skill?

A skill is the ability and capability to do something or to perform a certain task. You acquire skills from repeatedly doing something, learning and getting experience to perform it with determination and within certain amount of time. 
                                                                                  (Business Dictionary, 2019)
1. Employability skills 
These are skills or knowledge that a person need to be hired to do a certain job or perform a specific task. According to Maciej Duszynski (2019) the 10 most essential employability skills are: problem solving, a good oral and written communication, the ability to adapt easily, collaborating with others, have a good resource management skill, be great in organization skills, have a good technology and information use, have certain personality traits, have good self-management skills, be able to learn, plan and have a good attitude towards what is expected from the person at all time.
There are 2 types of skills: hard and soft skills.

2.1 Hard skills: (technical skills) 
Those are teachable and achievable abilities that you acquire trough studying or by doing a specific training in an academical area or skill, or you can learn them in the job. For example, having the ability to write, read, ability to do math’s, using computer programs, proficiency in a foreign language, having a degree or certificate, typing speed is a skill, operating a machine.(Tomaszewski, 2019)
0. Soft skills/ transferable skills (non-technical skills) 
These are self-taught skills and very important when you are applying for a position or a job and especially if you aim to have a productive and successful career. Communication either oral or written is considerate the most demanded skill, the ability to work under pressure, making decisions, time management abilities, it is extremely important to know how to manage your time, either at work or when studying and punctuality is of extreme importance, self-motivation, conflict resolution, leadership skill is not for everybody, but you can learn to be a good leader, teamwork is important, adapting , being creative, etiquette, having problem solving skills, be an active listener, paying attention to detail, have empathy with your colleagues and have the ability to continue learning, speaking different languages, have a strong work ethic, having a positive attitude all the time, self-confidence, and the ability to accept and learn from criticism, is of extreme importance. (Enterprise, 2019)


2.3 My own skill analysis
 I have a good written and oral communication, I speak several languages, I am an active listener, when working under pressure I can handle it well, when it comes to making decisions, I am capable of doing it, I have the ability to come up with solutions when it comes to problem solving, I am a empathetic individual, everything I do is with attention to detail and passion, even in the most simple of tasks,  I work well in a team, I adapt very easily and have a great time management when it comes to work, my personal life sometimes is a different scenario, punctuality is of great importance to me, I make sure I leave with plenty of time in case of unforeseen delays, going to work or to university. I like to learn all the time, even if it is trough criticism, I try to have a positive attitude, I never take my problems to work, no matter what comes my way, and I have a very strong work ethic. Unfortunately, I lack a bit of self-confidence but I am very self-motivated. 
You can learn most of the necessary skills to be an excellent leader, an appreciated team member, or an important contributor to your workplace.

















1. SWOT ANALYSIS

 STRENGTHS
I am a quick learner, disciplined, hard worker, respectful, dedicated, always pay attention to detail
WEAKNESSES
I am too honest, perfectionist, shy, lack in confidence, focus too much on certain details, and work better when I am prepared








OPPORTUNITIES
Now going for team leader position
In future apply for assistant manager


THREATS
Afraid to take too many risks sometimes, and leave my comfort zone, being shy, afraid to speak up
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1. Personal Development Plan 
A plan where you analyze what are your goal and what you want to accomplish in the future.
	Reflection on Goals
	My first goal is stepping up as team leader the beginning of 2020

I want to become assistant manager

After finishing my course I want to work in Pret a Manger Head Office


	Skills needed 
	I am going to do a team leader course

Acquire more knowledge on how to be a assistant manager trough training 


	How to achieve these goals
	With everything that I will be learning in the Skills for the Workplace course


	Plan time to achieve these goals
	The team leader position in the next 2 months

The assistant manager in the next 2 years

And working in Pret a Manger Head Office in the next 3 to 4 years




4.1 What do I want to do after I finish this course? 
When I finish this course, I expect to have the right skills, knowledge and qualifications to try and begin a career in any company, where I can use my educational skills. At first, I won’t be in my dream position, however with the time I can achieve more knowledge about the job and develop my experience. 

1. Academic skills
Academic skills are the different ways a person use to study, writing English, essay writing, reading comprehension, active listening, note-taking, test taking, independent learning, research, presentation skills, exam techniques, conversational skills, self-motivation, memorization, the strategies you apply when learning, time management, are a few examples.

1. General transferable skills
6.1 Time management 
We must understand the importance of time management and what we need to get done, give priority to the most relevant tasks, using a diary, is always helpful. Managing one’s time correctly is a skill that a person needs to master to get things done without any stress or unnecessary pressure. We must decide what tasks or goals are priority and plan according to that, the use of a diary can always help to manage a person’s future scheduled plans and organize accordingly. Organizing and planning everything with strategy and sometimes even delegating certain tasks helps to manage the time better. Punctuality is of extreme importance; it makes a person more dependable and accurate when it comes to planning your time. For me working full time, and most days doing double shifts and studying, I had to learn to plan my time even better than before, so I could do both and maintain my punctuality rule. (Morgan, 2017)

6.2 Team Working 
Working in a team it is important to work in collaboration with others, the most important is the quality of communication and also respect between team members, you have to listen to your team members or colleagues  about their ideas, opinions and also their feelings, there should be mutual help and support, and avoid conflict at all time. Having friendly conversations or gatherings among the team, most of the time helps to avoid conflict and clarifies many situations, all this together helps solving many problems. A happy team is more productive. (Morgan, 2017)

6.3 Problem solving 
They say people that solve problems easily are great thinkers, so it is important that you listen to the problems, understand the details of the problem and talk about the problem so you can come up with a solution.  (Morgan, 2017)

6.4 Communication 
To have great communication skills both at work or as a student, you must have the ability to listen to what other people say with empathy, you need to use straight talking, but you have to speak up too, you have to control your emotions and stress, working with people from different nationalities, sometimes is difficult because of the language barrier, always prepare what you are going to say and the way you are going to say it, so that you are not misinterpreted, the body language you use is also of extreme importance, you also have to be prepared for the different responses you are going to get, and be prepared not to take it personally. Communication skills are really very important because that is the best way to solve problems, to come up with solutions, or when it comes to making important decisions, with a good communication you can get your team to be more productive, to have a better work flow, to motivate the others, and you build a better relation with everyone, you can inspire your colleagues. (Morgan, 2017)

6.5 Research skills 
It is the way you gather all the relevant information to do your assignments, essays or reports, using various methods. You can do your research online, library, from taking notes in-class. Keeping in mind the importance of using the correct methods. In academic writing you must use formal language.
6.5.1 Referencing all your work to avoid plagiarism, to prevent using someone’s words or ideas without giving the person the proper acknowledgment, because that can be considered theft. 
6.5.2 Paraphrasing your work by changing certain words using synonyms but keeping the same meaning. 
6.5.3 Summarising by giving a short description with the main facts or ideas that you wrote about. 
6.5.4 Communication or Presenting of information using emails for communicating, slides to present your information or even talking to a group of people. When it comes to presenting skills, you need to prepare and structure your presentation, it is very important that you practice what you are going to present and try to disguise your nerves with positive enthusiasm. Greet the people and smile, take deep breaths while talking, don’t try to talk about too much information. The more confident you feel the better you will present your information.  (Kim,2018)









Conclusion
To conclude this report, I will summarise how important skills are when you are applying for a job or when you need to do a specific task. Hard skills you can learn by studying or even get training on the job, however there are a few soft skills that are extremely important to acquire for you to succeed in either your workplace, university or even in everyday life, like having a good communication skill is of the utmost importance, it is also very important that you learn how to work in a team, that you learn the best way to resolve problems and managing your time correctly is the best way to get everything done without any stress and always on time. The methods that you use when doing research like and then use them in your reports, essays or assignments are also to be taken in consideration, like the paraphrasing and summarizing of your work, and always remember to do the correct references, to avoid plagiarism.
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