ACADEMIC AND EMPLOYMENT SKILLS
ASSIGNMENT 1
CLASS: BMSW4001

ACADEMIC REPORT



STUDENT NAME (MD ALIF ALAM)

LECTURER : (Peter Allen)














Table of contents
1.0 introduction………………………………………………………………..3
	1.1 Academic Employability Skills……………………………….3
	1.2 Academic Skills……………………………………………………..4
	1.3 Employability skills……………………………………………….4
	1.4 Hard skills…………………………………………………………….5
	1.5 Soft skills………………………………………………………………5
	1.6 Difference between soft skills and hard skills……….6
2.0 SWOT Analysis……………………………………………………………6
	2.1 Example of SWOT Analysis……………………………………7
	2.2 Personal development plans………………………………..7
	2.3 Professional development plan…………………………….8
3.0 Conclusion………………………………………………………………….8
List of references………………………………………………………………..9
Appendix…………………………………………………………………………….10
	


	








1.0 INTRODUCTION
What are we going to discuss in this module?
In this topic It’s going to talk about ACE (Academic Employability Skills) how to understand what are your weaknesses, how to build a Professional Development Plan and which skills enhance for a specific field you want do. It will begin giving some definition, explanation and also examples therefore there will be some section which It’s going to analyse my own experiences and to explain  how to overcome the weaknesses and some guidance to helping you building a strong range of skills useful for your goals.
1.1 Academic Employability Skills
What is a skill ?
Skill it means doing an activity very well because you have experienced of it.
What kind of skills are request most?
A piece of Institute for Employment Studies research summarized in a report entitled The art of getting started: graduate skills in a fragmented labour market (La Valle et al., 2000) mention a range of relevant things in this area of graduate skills.
a) Self confidence and self-esteem – confidence comes from latin fidere, “to trust”. To be self-confident is to trust In oneself, and, in particular, in one’s ability or aptitude to engage successfully or at least adequately with the world (Burton, 2015). Self-esteem is derived from latin aestimare, meaning “to appraise, value, rate, esteem and self-esteem is our cognitive and, above all, emotional appraisal of our own worth (Burton, 2015). These skills are very required for every kind of job environment for example if there isn’t any trust between the workers it makes the place hostile to work and nobody is going to communicate among each others .
b) Problem solving – as the word says it means finding the solution to a problem relating to any kind of situation. For example  During the height of the space race in the 1960s, legend has it, NASA scientists realized that pens could not function in space so in 1965 Fisher patented a pen that could write upside-down, in frigid or roasting conditions (down to minus 50 degrees Fahrenheit or up to 400 degrees F), and even underwater or in other liquids (Curtin , 2006).
c) Teamwork – is another skill much in demand in every organisation there has to be coordination and communication between the workers but without a good teamwork it cannot be happen. 
d) Time management – is a skill very important not only for a work environment but for every kind of situation such as family, work, university ,goals etc.. It helps you to be organize and gives the opportunity to meet every deadline in time.
e) Networking – Divan defines networking as “developing and maintaining contact with people who work in the same field as you or in a related field” (Divan , 2009). Nowadays the technology becomes very popular among the society and the demand of acknowledging networking increase a lot for the following reason:
1) It is a means by which you can share, develop, refine and revise your ideas.
2) Networking constitutes a resource base for a whole manner of things including references, recruitment opportunities and the latest news and development in your field.
3) It can also be a source of support and even fun, meeting with like-minded people
(Maund et al.., 2017)
1.2 Academic Skills
Academic skills is an aspect which everyone learned while studying since their primary school which means knowing how to write in an academic way, presentation skills and it prepares you to access an higher level of education. Also it leads to the development of graduate attributes, for example critical thinking, problem solving, creativity and innovation. 
1.3 Employability skills
As we mentioned before academic skills it leads you towards a study environment instead employability skills are required for the workplace. But what are employability skills specifically?
Here’s a list of the most essential skills required for workplace:
1) Presentation skills – Most of the people are very scared to talk in public because they are not used to it or they don’t fell comfortable to be in the spotlight. In business, the ability to give a good presentation is seen as a fundamental skill – it is impossible to lead without communicating, and presentation are a standard part of business and employment life. So how to overcome the fear basically the key is the preparation to allows a presentation going well so it brings to not overthinking and also becoming nervous for a question that is unexpected(Morgan ,2017).
2)Communicating Effectively – Communications skill is very required nowadays especially for workplace. But as everybody knows having a good communication skill is really though. To achieve a strong communication following this scheme according to Sokolik (2017) :
A) Consider your audience – Think about who are you speaking to? Why ? consider what they know and what they don’t.
B) Choose the right medium of communication – Try to find which is  the right medium connection as an example instead of sending a long email which most of the time people does not pay attention, make a phone call or organize an appointment
C) Get to the point- In a business environment the time is very evaluate so being able to synthesize a complex information is very important.
D)  Listen to your writing – After writing something read it out load it helps finding mistakes, spelling errors or even problems with politeness or tone.
E) Find another set of eyes and ears – Practice your presentation or even share your draft or your report so it allows to have a different point of view and it helps to be prepared to a real presentation. 
3) Organizational skills –  according to Duszyński(2020) Organizational skills  refer to the ability to stay focused on different tasks, and use your time, energy, strength, mental capacity, physical space, etc. effectively and efficiently in order to achieve the desired outcome. So it is very important to be focused in every task that has been assigned and be effectively and efficiently in every type of situation.
4) Adaptability skills – The business is changing day by day because of new technologies, new kinds of competitions, new business models, all this fact makes the need of adapting in every type of situation.
[bookmark: _Hlk39421275]1.4 Hard skills 
According to Rainsbury et al. (2002) define hard skills by “Hard skills are skills related to technical aspects to do some tasks in the job and frequently take account of the acquisition of knowledge (Page et al., 1993). Hard skills, in general, can be described in a base of the context for example in a travel agency the most likely suitable for this place is the one who is fluent in a second language rather than someone who knows Photoshop or PowerPoint. In general, hard skills are those you can learn by investing time and improving  with practice.
1.5 Soft skills
As per idea of Weber et al (2011, p98) soft skills are defined as the interpersonal, human, people, or behavioral skills needed to apply technical skills and knowledge in the workplace. Another definition of soft skills provided by Kechagias (2011), who suggests that soft skills are “intra- and interpersonal (socio-emotional) skills, essential for personal development, social participation and workplace success. They include skills such as communication, ability to work on multidisciplinary teams, adaptability..” (p.33). Why are soft Skills Important? Soft skills makes you being able to solve problem, handle conflicts that brought to create a peaceful environment in your workplace between you and your co- workers.


1.6 Difference between soft skills and hard skills
As we mentioned before “soft skills are you unique selling point which gives you a competitive edge over others in the workplace and in life”(Pawha , 2019).Rather than hard skills, it makes you different from other people because  hard skills can be developed by hard-working or practicing a lot but soft skills is interpersonal both are requested but mostly hard skills because every job fields needs different type of hard skills that nobody always has it but soft skills is important when it comes to have same hard skills but having a strong soft skills comparing with the opponent get you the job.

2.0 SWOT Analysis
	S
(STRENGHTNESS)
	W
(WEAKNESSES)
	O
(OPPORTUNITIES)
	T
(THREATS)

	· Things your company does well
· Qualities that separate you from your competitors
· Education
· Work experience
· Personal Characteristics
	· Lack of work experience
· Lack of job knowledge
· Resource limitations
· Lack of skills
	· Enhancing education
· Utilizing skills in different way
· Strengthening your skills
	· Competition inf your field
· Limited position in your area
· Changing regulatory environment

	
	
	
	



SWOT analysis is a technique which allows to understand which are the strengthens, weaknesses, opportunities and threats (SWOT). Strengthens is the area which your company is doing well such as affordable price, experiencing a vintage environment in a modern century, good services, etc.. Weaknesses helps to find in which part of your company is not working well for example, less work experience employees, not enough resources and lack of communication. Opportunities gives us a general picture of opportunity around us to help to grow up the company E.g. expand your company globally, build up strong communication with local firm, scouting new technology to introduce. With opportunities threats are coming alongside, for example the local firm you signed contract with emerge as competitor, lack of demand of your good in your area, financial risk so in general all the things that can make your company loss or even shutdown.




2.1 Example of SWOT Analysis

[image: ]
											(figure 1.0)
Swot analysis for hotel international  Brittania figure 1.0

2.2 Personal development plans
Personal development plan is the way to understand and to find which skills are we lacking and which are strong . How to make a plan? First, we can take as an example the swot analysis start with  strength which conduct personal development likewise the knowledge of geographical differences, economical and culture. That helps me to understand on a global standard like languages, cuisine, traditional wears. So for doing this I need to interact with different people coming from other countries, try to learn about different culture, analyse their lifestyle. Following this SWOT analysis threats not only give me the knowledge of other competitors although strengthen my decision which will follow up by my colleagues and co-workers. Time management has also an important role it helps to be more organized, using time effectively and balance the time requirements of different aspects. At last the principle of time management is to use more time towards the most important things


2.3 Professional development plan
Professional development plan is the balanced of personal development and work environment.
Personally with business we should  build up our professional plan around the time management which helps to decide what we are going to do first and at last. So in this way we can figure out what is important for the business and the work field. Having said that with the progression of  business we are going to understand the behaviour of local firms which helps to access the local characteristics. With the knowledge of globalization you can expand your business to other regions that creates your own global market. Global market emphasizes business identification and strengthen up financial status. As an example Britannia international hotel expand their business all over the world with understanding of financial, geographical, cultural values.  


3.0 Conclusion
From the above report, it can be summarised that there are different types of skills that we should learn or improve to gain confidence or to have more chances to get the job that we are seeking for. However, we encountered a lot of different skills useful for a certain type of individual or less useful, to understand which skills are useful I suggest developing a personal plan or a SWOT analysis helps to find out weaknesses and strength. So in conclusion having a plan is the best way if the progress is the goal.
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Employability Skills Student Worksheet


What do you think are the top five skills that graduate employers want you to have?


1.


2.


3.


4.


5.


Consider each skill above in turn. How do we help to develop these skills with you and how
are they assessed in your degree programme?


1.


2.


3.


4.


5.


PTO







Consider each skill above in turn. What could we do further to develop these skills with you
and how could we assess them in your degree programme?


1.


2.


3.


4.


5.


If you would like to be involved further in our Employability Audit project (e.g. meeting
graduate employers to talk about skills, helping to evaluate and redesign aspects of our degree
programme) then please write your email address below:
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