Student: Vanya Petrova 
Student Number: 1817743



Assignment Title: Write an appropriately structured academic report in which you analyse your own academic and employability skills by
referring to in-class exercises and published literature. You will also need to include scanned copies of in-class exercises
and the feedback you received in the form of an appendix.

Module number: Academic and Employability Skills (BMSW4001_LON)

Lecture Name: Peter Allen

Date: 15th August 2019












Table of Content

1. Introduction ……………………………………………………… …3
1.1 Which employability skills are most valued for the employers?4
1.2 Communicative skills …………………………………………….5
1.3 Analytical/research skills………………………………………...5
1.4 Computer/Technical skills.……………………………………….5
1.5 Flexibility/Adaptability/Prioritizing tasks.……………………...5
1.6 Interpersonal relationships.……………………………………….5
1.7 Interpersonal relationships………………………………………5
1.8 Leadership/Management skills…………………………………5
1.9 Tolerance………………………………………………………….5
1.10 Planning/Organizing……………………………………………6
1.11 Problem Solving/Thinking/Creativity…………………………6
1.12 Teamwork……………………………………………………….6
2. Valuable character traits………………………………………………6
2.1 Honesty/Morality………………………………………………….6
2.2 Adaptability /Flexibility…………………………………………….7
2.3 Dedication/Diligence/Work ethic………………………………….7
2.4 Reliability/Responsibility………………………………………….7
2.5 Loyalty……………………………………………………………….7
2.6 Positive attitude/Motivation/Energy/Passion……………………7
2.7 Professionalism………………………………………………….7
2.8 Self-confidence………………………………………………….8
2.9 Independence/Ability to work with little or no control………8
2.10 Desire to learn…………………………………………………8
3. Personal SWOT Analysis …………………………………………….9
3.1 Strengths………………………………………………………….9
3.2 Weaknesses ………………………………………………………10
3.3 Opportunities……………………………………………………10
3.4 Threats…………………………………………………….……11
4. Conclusion……………………………………………………………11
5. References…………………………………………………………….12





Introduction 
[bookmark: _GoBack]Demands for contemporary job seekers are increasing. In addition to needing an entire arsenal of qualifications, they are also required to possess so-called qualification-soft skills - conditional soft skills requiring flexibility.

These are behavioural competencies that develop within our contacts with colleagues and partners and are part of our emotional intelligence. They are more important than ever, according to material on the US AOL Jobs website. "Having the required 'hard skills', such as mechanical engineering, is no longer enough in itself to guarantee you a job offer. Most employers say that "soft skills" are just as important as "hard", according to AOL authors. They indicate what are these types of competences beyond the diploma, which in the future will be increasingly important for the realization of every professional and not studying at the university. They are mastered by the person, during the work process, at gathering events, even while spending their evenings with family and friends.
 
Employment skills are actually the common language in which employers and employees communicate. They show the quality of social and personal orientation of the individual in the labour market.



Which employability skills are most valued for the employers?

 Employers are looking for the exact skill set of applicants who will be most suitable for fulfilling their duties. Beyond technical skill and work experience. They also pay serious attention to the other qualities the applicant’s character- a way of thinking, a way of expression, even interest and leisure activities.
The good thing is that most candidates have at least some of the qualities sough. Better yet, they can always work to address their weaknesses – through training, professional development, or part-time practical work.
On other hand, when a person understands which employers are the most preferred skills,  he or she can easily adopt his/her job search style- CV, cover letter, interview behaviour – to show the best way how he/she tries, his skills character meet the requirements of the particular situation.

Communicative skills (listening, understanding, communicating).
It is crucial for employers that an employee is able to listen, write and speak effectively, and the reason – good business communication is the heart of any successful business.

Analytical/research skills.
 One of the good ability’s to analyse texts. Handle better than most people with logic-finding tasks and linking  in information presented in the form of tables and graphs
Computer/Technical skills.
Currently almost all positions require some basic IT skills- the minimum are: Microsoft package programs and e-mail.
Flexibility/Adaptability/Prioritizing tasks.
Refers to a person's ability to manage several different tasks at once, to prioritize them and adapt to rapidly changing circumstances. Many of us have diverse talents and interests. When one relaxes and begin to listen to your intuition, one can show and achieve as quickly as possible
results that give him pleasure where he feels in his waters
Interpersonal relationships.
Relationships with colleagues, the ability to “inspire” others around and to suppress conflict is also essential. However, we spend a great deal of our time with our colleagues and it is good to ger along with them.

Leadership/Management skills
One of the most important skills that every Manager, Supervisor and etc. needs to have. It is a key point in day to day duties to make hard decisions and guide the team through every project they are working on.

Tolerance 

The work environment is one of the meeting places for individuals with various understandings and interests, which suggests everybody's resilience for one another.

Planning/Organizing
Particularly important is the ability to plan, organize and execute tasks and projects within predefined terms. The same is true of setting and achieving goals.

Problem Solving/Thinking/Creativity
These are skills to solve problems in our daily duties at work with the help of creative thinking and based on our gained experience and the information and resources currently available.



Teamwork
One of the most basic requirements of any employer. And the reason – doing most of the activities in a company/organization involves the involvement of different professionals working together for common purpose.

Valuable character traits

Honesty/Morality
Honesty has always been one of the most respected personal traits, especially from employers.



Adaptability /Flexibility
These skills indicate an openness to new ideas and projects, to individual or teamwork, the ability to respond to the situation and to deal with many tasks at the same time.

Dedication/Diligence/Work ethic
The most zealous and hardworking people who bring what is started, whatever the obstacles, are those who like what they do.

Reliability/Responsibility
There is no doubt that the most reliable employees are the one that are coming just on time (or even earlier) for work and are taking full responsibility on the project that they are working on.  

Loyalty
Employers highly respect their loyal employees who remain so, even when company is not particularly fair to them.


Positive attitude/Motivation/Energy/Passion
The employees who were been promoted recently are usually the once who are inspiring their co-workers and bringing new and positive thinking. They are usually full with energy and ready to go for the extra mile.
Professionalism 
The professional attitude always includes an effective communication which makes the surrounding people feel comfortable and this is how they are able to value our professionalism.
The professional employee must have appropriate attitude, to complete their daily duties and make difference between good job and the one that is made in the last minute.

Self-confidence
An employer would only believe in skills and qualifications if the applicant believed in them and showed confidence in what they could offer in the future workplace.

Independence/Ability to work with little or no control
Every employee is required to be able to work independent  as good as in team with little help or none at all.
Desire to learn
Even that most of the experienced employees have a lot of knowledge for the work technology it is always a plus in their resume if they are willing to learn new methods and the techniques  which will significantly improve their work.






Personal SWOT Analysis 

After classify the employability skills that employers seek, I make a personal SWOT analysis based on my experience and my personal Annual Appraisal made by the CEO of Just Helpers ltd.


Strengths:
I am well organised and methodical with my workplace and university duties and tasks. A key factor for my success is that I make a daily and weekly plan of action.

Interact well with social media initiative- important skill which is in impact with the marketing strategies in Just Helpers ltd. 

I am kind-hearted and willing to help people. As a Team Manager this is really valued skill. It helps me to keep a good relationship with my colleagues and is a key factor and “Win -Win” case for the business.

I can stay positive even if I must deal with deadlines and barriers of achieving my targets for the month.
My technical and computer skills are not only based on basic knowledge, but I also can work with specialised software packages such as: Husky Intelligence and Hero.
 
I am flexible and able to manage my time very well. The book that I recently read “Eat that Frog” helped me a lot with the time managing and multitasking 

I work well alone/ independent as this is keeping me responsible for my own mistakes. 
 
I am a problem solver. This skill is essential and critical for dealing with my daily duties.

My eye on details helps me a lot in my Management checks with the team. 
It keeps our standards high.

Weaknesses:

I am losing motivation very quickly when my colleagues are not on 100% in to the project we are working on.

My professional experience and knowledge are not enough to make me feel confident on my workplace.

Creativity is one of my weak skills and I am afraid when I have to work in a team with very creative people. 

I have a high-level of self-criticism which usually must be taken as a strength. When I self-analyse situation or results of project that I was involved in instead of learning from my mistake I am de-motivating myself. 

Opportunities:

To improve my IT skills by attending to a Microsoft Excel course.

By finishing my University education, I have chance to gain more knowledge which will help me to feel more confident on my workplace and I will work more efficiently. 
I will need to improve my English (written and spoken), by communicating with English speakers, by attending to English course, by reading books in English etc.
Working on as many projects as I can with different people will help me to develop my professional skills.

Threats:

The British economy is very unstable since there is no deal with the EU. This is one of my biggest threats as I don’t know how this will affect my stay in United Kingdom since I was here from 3 years and not eligible to apply for Permanent residence. 
The BREXIT also affects our company future as 100% of our staff are people from the EU as well.

I am currently trying to balance between studying and working on part time job as a Team Manager. It can be really overwhelming especially when I have to meet deadlines on both positions. It also can cause my boss a dissatisfaction from my work.


Conclusion

The way we work, learn, participate in society and bring about changes in our daily lives that are invariably following technological development, global and demographic challenges. Proper skills help people to adapt to these changes and ensure their well-being, while contributing to society, productivity and economic growth.
Today, it is necessary for people to have a variety of skills ranging from basic skills such as literacy, numeracy, as well as digital and professional or technical skills, as well as entrepreneurial and connecting skills such as fluency or the ability to learn and take initiatives.
 
References
Peter, M., (2017)  The Business Student`s guide To Study and Employability 

Karen, H., (2017), What employers want: the employability skills handbook, Second edition, Richmond : Trotman 2017.
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The success of ALDI

The food retail industry is a highly competitive market. Aldi understands that its customers want
~ value for money but do not want to compromise on quality. This case study will demonstrate how

Aldi uses a lean approach to its business operations to offer its customers quality products at

competitive prices. What distinguishes_,:'_ di from its competitors is its competitive pricing strategy

without reducing the quality of its products. In fact, in some cases Aldi’s products are 30% cheaper

than those offered by its competitors. Aldi can do this because the business operates so efficiently.
The three core values of Aldi are simplicity, consistency and responsibility. Lean production ties in

- closely with these values. For example, Aldi stores are simple in design and all stores are very similar
- which c-_reatgs-;'@ansi'stgncy.

re Aldi is able to minimise costs are by saving time, space, effort and energy. Aldi’s
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      PERSONAL DEVELOPMENT PLAN          

Long Term Goal: To manage to buy my own house   

 

Short Term Goal: Successfully get my certificate from University  

   

Goal s  How to  achieve   the  target ?  Target Date  

1.   Confidence   I will do o ne thing that  scare   me   every day  Next 3 months   

2.   Improve my Body  Language  I will start to talk more  with my hands and will  practice more   Next 6 months   

3.   Wake up Early   I will try to go to bed early.  Next 1 month  

4.   Lose some weight  Try to find time for fitness  or other activities  Next 2 months   

5.   Become more proactive   Read more   Next 3 months   

6.   Manage Stress Effectively   Try yoga or just find a relax  place to spend 2 hours per  week  Next 2 months   

7.   Work on my growth in the  company   Be more efficient in my  workplace (give more  ideas)  Next 6 months   

8.   Improve public speakin g  abilities   I will be  Practice   more   and  Prepare   myself  Next 3 months   

9.   Improve my communication  skills   Be more sociable and  communicative with  others  Next 3 months  

10.   Improve my English level  Communicate more, read  books or newspaper  Next 6 months   

11.   Improve my management  skills   Be careful in class, listen  my boss and my teachers,   Read books   Next 1 year   

12.   Become more mindful  Practice mindfulness  during routine activities  Next 6 months   

13.   Live  healthier  Try to eat more Healthy  food and do some sports  Next 6 months   

  Vanya Petrova   
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PERSONAL DEVELOPMENT PLAN









		Long Term Goal: To manage to buy my own house 







		Short Term Goal: Successfully get my certificate from University









		Goals

		[bookmark: _GoBack]How to achieve the target?

		Target Date



		1. Confidence 

		I will do one thing that scare me every day

		Next 3 months 



		2. Improve my Body Language

		I will start to talk more with my hands and will practice more 

		Next 6 months 



		3. Wake up Early 

		I will try to go to bed early.

		Next 1 month



		4. Lose some weight

		Try to find time for fitness or other activities

		Next 2 months 



		5. Become more proactive 

		Read more 

		Next 3 months 



		6. Manage Stress Effectively 

		Try yoga or just find a relax place to spend 2 hours per week

		Next 2 months 



		7. Work on my growth in the company 

		Be more efficient in my workplace (give more ideas)

		Next 6 months 



		8. Improve public speaking abilities 

		I will be Practice more and Prepare myself

		Next 3 months 



		9. Improve my communication skills 

		Be more sociable and communicative with others

		Next 3 months



		10. Improve my English level

		Communicate more, read books or newspaper

		Next 6 months 



		11. Improve my management skills 

		Be careful in class, listen my boss and my teachers,

Read books 

		Next 1 year 



		12. Become more mindful

		Practice mindfulness during routine activities

		Next 6 months 



		13. Live healthier

		Try to eat more Healthy food and do some sports

		Next 6 months 







Vanya Petrova 
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SWOT ANALYSIS



Strength 

· Well organised and methodical 

· Interact well with social media initiative

· Kind-hearted and willing to help people 

· Stay positive in many situation 

· IT skills 

· Flexible 

· Responsible 

· Independent/Work well alone 

· Attention to detail

· Time management skills

· Ability to multitask

· Problem solving



Weaknesses

· Quick lose of motivation 

· Not enough professional experience 

· Fear working with other creative people

· Self-Criticism 









Opportunities 

· Continue to improve  IT skills 

· Continue to improve communication

· Continue to improve English grammar 

· Develop professional skills 



Threats 

· Overworked 

· Tax increases

· Client / Boss dissatisfaction 

· Competitors 

· [bookmark: _GoBack]
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0% e Academic and Employability Skills (ACE} —term 1
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In-class exercise 1: Paraphrasing

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
o you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with you Task 1 {part of the Assignment for this module).

Student Name: @J\AV O~ ?Q_,{‘FD st Student ID: '! g :F + L{ 5

Ex.i

Write a paraphrase of the following passage

Mike Erwin never envisioned himself as a social entrepreneur or activist. While he was no stranger
to leadership positions, his primary experience had been in large, structured organisations. He
thrived in the highly regimented program offered by the school. Later, Erwin excelled in his
assignments in the Army, winning multiple awards and medals. However, the founding and growth
of Team RWB had none of the characteristics of his previous endeavours. Erwin’s enthusiasm and
the organisation’s mission caught on rapidly and Team RWB attracted media attention
disproportionate to its size. Very quickly, the organisation grew beyond anything that Erwin had
anticipated. Without any intention to do so, Erwin accidently became an entrepreneur.
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in-class exercise 1: Paraphrasing

Ex.2. Decide whether the paraphrased passages are acceptable or unacceptable by circling thes
correct answer and briefly explain why.

Original Source: A key factor in explaining the sad state of American education can be found in
overbureaticratization, which is seen in the compulsion to consolidate our public schools inte massive factories
and to increase to mammoth size our universities even in underpopulated states. The problem with
bureaucracies is that they have to work hard and long to keep from substituting seif-serving survival and
growth for their original primary objective. Few succeed. Bureaucracies have no soul, no memory, and no

conscience. If there is a single stumbling block on the road to the future, it is the bureaucracy as we know it.
Fdward T. Hall, Beyond Culture, Anchor Publishing, 1877, p. 219

Paraphrasel @bte unaccepiable 70 )
Reason: 7.0 G pread _{QKJQ de o \AR/(A C{%w/qé Lot

American education is overly bureaucratic. This is manifest in the increasing size of educational institutions,
even in small states. Bureaucracies are bad because they tend to work to promote their own survival and
growth rather than that of the institution, as was their initial objective. Most bureaucracies fail because they
have a conscience or a soul. | believe that bureaucracies are the biggest stumbling block on the road to the
educational future.

,«'/‘\ /
Paraphrase 2 - acceptable /@e}

Reasop: __ Swme® a5 Yoo Nee-SL 3 M\ém oty o Pm*fW«Sé
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Bureaua:fatlzatmﬁ has proved to be a major stumbling biock on the road to our educational future. American

institutions have become factories that are more conducive to the growth of bureaucratic procedures than & !‘:})f: L("‘@.

to the growth of the students who attend them. Bureaucracies have to work long and hard to keep from
promoting their own survival rather than the educational goals that were their primary objective

Paraphrase 3 ¢acceptable Ainacceptable N <

Reason: Lkwmcaﬂ/lf}(, ol “tis s (,»%‘6 L [,db—"gﬂ \[Qké{ ch{é,qﬁL
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Bureaucratization has proved to be a major stumbling block on the road to our educational future. American
institutions have become factories that are more conducive to the growth of bureaucratic procedures than
to the growth of the students who attend them. This means that, as Edward T. Hall says in his book, Beyond
Culture, today's educational institutions "have no soul, no memory, and no conscience".

Paraphrase 4 {acceptable J unacceptable L

vesson: A ccTpElll, bocorss e ese  qutukin b stk
Aor ks H Tt \\/Qvfln—Lu—{/rOm o rdtvent . oy (e »rrk'b'—"’ﬁ !Q,((,

in his book, Beyond Culture, Edward T. Hall discusses the problems posed by the increasing bureaucratization

of American educational institutions. Hall maintains that overbureaucratisation is one of the key factors
governing the state of education in America today. He points to the tendency of bureaucracies to promote

their own growth and survival first and foremost, and observes that few overcome that tendency. He believes

that this is responsible for the fact that many public schools bear a closer resemblance to factories than to
educational institutions. in Hall's words, "Bureaucracies have no soul, no memory, and no conscience.”
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