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1. Introduction  
Within my report I will be discussing my own academic and employability skills. I will examine where my strengths and weaknesses lie and what I am able to do to improve the skills I already have and how I will obtain new ones. I will be referring back to in class exercises and also using published literature relating to my skills, these will be in relation to Health and Social care. 


2. Employment skills 

2.1 Communication
Even though I am yet to work in the field of Health and Social care. I have discussed employment skills including communication, in class we made a personal SWOT analysis, this is to show Strengths, Weaknesses, Opportunities and Threats in our own skills.
I have a lot of important skills, one of these skills is being able to communicate confidently which is necessary when dealing with work colleagues and clients. I have great verbal and nonverbal communication skills, Nonverbal behaviour includes ‘facial expressions, posture, non-verbal I cues, such as pitch and tone of voice, and nonverbal cues such as nodding’ (Healy, 2012, p. 26). This will be a vital skill needed within a health and social care role as you may have to deal with a patient who for example who is hard of hearing or is on the autism spectrum. Therefore nonverbal positive communication is essential to ‘build appropriate professional relationships’ (Healy, 2012, p.27). 

 
2.2 Empathy and non-judgemental qualities  
When discussing employability skills in lectures we learned about transferable skills. In my SWOT analysis a definite strength of mine is that I am empathetic and non-judgemental. These are qualities I have always had and never really thought of as an employability skill until starting University in June but have now learned a lot of skills I already have are great skills which I will be able to use within the work place. 
Being non-judgemental is extremely important in Health and Social care as I will be working with people from all social backgrounds and nationalities. It is important to be able to keep an open mind as Health and Social care involves the understanding of a person’s needs as Thompson (2005, p. 114) states that “while we may find a particular action unacceptable and therefore disapprove of it, we should not ‘disapprove’ of the person. This means that help should be offered in accordance with need and identified priorities, and not according to whether the individual client ‘deserves’ such help”.
In my day to day life I have to have a great deal of understanding towards my daughter, she has autism and ADHD. In order to manage her needs I have learned to be empathetic, which ‘involves recognizing, and responding to, the other person’s feelings without necessarily having those feelings’ (Thompson, 2005, p. 118). She is very demanding and needs to have daily tasks from dressing to eating a meal overseen and assisted continually. 
Having empathy and being non-judgemental is essential to manage her condition. These skills I will need to eventually gain employment, which will be of a highly specialist nature. Jobs such as an occupational therapist or behavioural specialist are two of which I have an interest in. I have not yet got that far along my road in academic studies for now to have the perfect set of skills for these jobs but having analysed the skills I do have. I already know that I am non-judgemental and am able to show a great deal of compassion. Both of these skills are already something that I have a high level of competence in. I therefore feel these would now be an excellent employability skill I could transfer over to the work place and these skills would benefit me in dealing with different clients.  
 
2.3 Assertiveness 
The skill of being assertive means I will need to be confident and have leadership and followership qualities. The ability of showing assertiveness as a leader of a team is something I feel comes quite naturally to me. The need to be able to find a balance between passive and aggressive behaviour is something I need to work on and to be able to give the information needed in a calm competent manner. When eventually employed I will need to be able to distinguish the difference between facts and opinions and to be able to give and accept criticism from others I work with. As Cottrell states: 
The aim of feedback is to help other people to see how they could improve their performance or gain a new perspective. The focus of criticism is the other person, their needs or the requirements of the task. It is not about showing how clever you are at “picking holes” in what other people do or say. It is quite easy to upset people though giving unskilled feedback, to give skilled and truthful feedback and ways to improve progress is the correct way to give constructive criticism (Cottrell, 2010, p.146).
When leading a team and being an assertive team leader, it is good to be able to listen to the other members of the team respect and listen to their views and opinions as Cottrell (2010, p.148) states “When being assertive you should not use psychological games to get people to do what you want, it does not include trying to make them feel embarrassed or shouldn’t make them feel shamed either”. 
2.4 Weaknesses  
A weakness within my employability skill would be a lack of practical work experience. I am yet to work within the field of Health and Social care. My plan is to take on a voluntary role in my local area to gain much needed work experience, to gain practical skills that would be useful to me as a learner because studying covers the theory whilst practical is hands on and directly dealing with day to day issues in a work place. From working as a volunteer, I would gain vitally needed practical work experience because I do not yet know which field I would most like to work in. This experience could help me decide what I would like to do as a career, as the Report of the Education Commission (1964-65), citied by Ruhela (2006, p. 14) states “work experience involves participation in some form of productive work under conditions approximating to those found in real life situations”. Therefore, getting to see how different areas work, would give me insight into positions available that I would like to move into in the future. Furthermore, it would also benefit my studies to have some first-hand knowledge of the Health and Social care sector. 
 



3. Deciding to study 
Deciding to begin studying again was a huge step for me this year, I have been out of education since 1997 and also out of the work place since 2011. With being a single mother, I have had to take into account a lot of factors that could work against me such as childcare issues. When writing up my SWOT analysis this was a point I have noted, to overcome this issue I have asked those close to me to provide extra help, I have a good support network of friends who are there to assist I just need to make sure I am organised. Gaining academic skills to work in the Health and Social care sector is something I have wanted to do for quite some time. The opportunity to be able to gain my level 4 certificate at the university of Wales Trinity St David was overwhelming and I plan to give it my very best. 

4. Education skills
4.1 Harvard referencing 
Since beginning my studying in June, I have already gained many new academic skills. Having learned about the Harvard referencing method within lectures. I have significantly developed my skills in being competent with referencing correctly whilst  writing academically. Before studying I did not possess this skill, I had no idea what citations were at all. I now have full understanding of them as (Morgan, 2017, p.127) states a ‘citation is a short note in a piece of text – usually the author and date – indicating that an idea or material comes from someone else”. 
Referencing is a highly important part of academic writing and ‘is the process of acknowledging the sources you have used in writing your essay, assignment or piece of work’ (Pears & Shields, 2013, p. 1). The reason for referencing is so anyone reading the piece can check where the literature has been sourced from accurately. If a referencing method was not in place then the reader would have no idea where the information referenced was taken from.

4.2 Summarising and Citation 
Within lectures we have learned the academic skill of summarising. To summarise is to read a section of text thoroughly then be able to select all of the key points, make notes of them and then reorganise the structure and put the original text into your own words. Summarising is a new skill I have learned though lectures and class exercise which I felt I did reasonably well in this area, I have dyslexia and often can get information slightly mixed up so therefore need to make sure I read my work back thoroughly to ensure it is correct. 
When summarising it is important to extract the most important information and ideas from a longer piece of text and condense it into a smaller more direct format.  This skill is needed for writing all forms of academic assignments set throughout the course. When summarising any published literature, you must also give a citation as to where it came from. As (Pritchard, 2008, p.134) states “When you want to summarise the views of a particular writer, you should use reporting expressions:
He (Bruner) uses the term…….
According to Bruner ….he goes on to say”.
[bookmark: _Hlk16627660]
 4.3 Paraphrasing
Paraphrasing has also been taught within lectures this term. To paraphrase means to put a passage of writing from an original source of material into you own words, this differs from summarising. When summarising just the main points are taken from the text. Paraphrasing as (Cambridge Dictionary, 2019) is ‘to repeat something written or spoken using different words, often in a simpler and shorter form that makes the original meaning clearer’. I have found being able to paraphrase quite easy. On complition of the in class exersice, the feedback that I received was that I had been able to write a fairly effect paraphase of the passage that was given about the Facebook founder Mark Zuckerberg.

5. Conclusion 
To conclude this report. I have good verbal and nonverbal communication skills. I am confident in leading a team and whilst doing group work at university. I have taken a collaborative approach to the group work we have done. I have good non-judgemental values and empathy towards others which will help me build sound working relationships with service users and colleagues. I am assertive and have the leadership skills to be able to lead a team as I have been doing within group work tasks. This will benefit me when I go into the workplace. I have a clear weakness of practical experience. I plan to do voluntary work to gain the practical skills to be able to gain employment in the future. Deciding to study was a huge step for me I am very pleased I have started and will thrive to continue to enjoy and do well with it. Whilst studying I am learning new skills everyday one of these is Harvard referencing which is important as other wise the reader would have no idea where the information was taken from. Another skill I have learned whilst in lectures is summarising and paraphrasing again these are both needed within academic writing,
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In-class exercise 2: Summarising

Student Name: ,M((A/\@H& y(JVY\Z}~ . Student ID: lg [701Q

Time allocated: 1 hour. Please return y paper to the lecturer upon completion. it will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an

appendix together with your Task 1 (part of the Assignment for this module).

Ex.1

Read the following text and make notes on the main ideas. You can do this on a separate piece
of paper which you do not have to hand in.

The success of ALDI

Th&ﬁqﬁ@@&m@%ls a highly competitive market. Wnderstands 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 guality products ai

mm What distinguishes Aldi 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

! /, consister y. Lean production ties in
closely with these values. For example, Aldl stores arestmpie in desggg and all stores are very similar
which creates consistency.

For Aldi operating efficiently lnvo!ve%educ;wg co. | a(em buslpﬂjé Some of the key

areas where Aldi is able to minimise costs are MSaymgatlme;gspaee;gefﬁort"%’%@M Aldi’s
approach to doing this is to run its business around the prmc;ples of Iean thmkmg Whereas other

food retailers have elaborate dis , additional ser
the business, Aldi’s core purpose is to ‘provide val e&and!q@ahﬁmo our customers by being fair and

efficient in all we do’. The principles of lean production are planned and built into everything that
Aldi does. This starts within its supply chain. For example, up to 50% of Aldi’s fruit al ‘Wes
are sourced locally where possible, reducnng’fﬁ@ﬁeﬁdﬁg@emg&aﬂdﬂttﬁ@"ﬁ“ﬁl@m

The principles of time based management are also built into the training provided for Aldi’s

employees. Through training staff to do a varlety of tasks around store Aldi can'minimise its staf

cost saving in numerous areas. These cost savings are passed on to customers in the form of lower

prices, allowing the business to differentiate itself from its competitors in terms of price, as well as
the quality of the products it has on offer.

Lecturer’s signature:\_@\_ Dote: la {}2 { QST

l1|Page

o




image4.png
& Trinity Saint David Academic and Employability Skills (ACE) — term 1
L) LONDON BMSWA4001

In-class exercise 2: Summarising

Ex.2

This task is designed to see if you can summarise ideas from course materials in your own words.
Re-read the text ‘The success of ALDI” on previous page. Now answer the following question in
your own words: What factors contribute to ALDI’s success? Write about 175 words.
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