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INTRODUCTION 
The purpose of this report is to analyse my own academic and employability skills. In this report, I will analyse the following skills: communication skills, time management skills and team work. I will do this by using a couple of methods like SWOT analyses and my personal development plan (PDP).

WHAT ARE SKILLS? 
According to Collins English Dictionary, skills may be defined as” a type of work or activity which requires special training and knowledge” or “the ability that enables you to do something well” [https://www.collinsdictionary.com]. In other words, skill is the capacity to acquire a special knowledge that enables you to perform a specific type of job. This means that skills are very necessary in our day -to-day activities. Employers normally look for two kinds of skills namely, hard skills and soft skills.

EMPLOYABILITY SKILLS                                                  
Employability skills may be defined as the skills needed by an individual to make them employable.
Every employer looks out for certain traits and qualities in his employees before they are hired. It is therefore important for every dependent to possess certain skills before searching for employment.There are two kinds of skills namely, “hard” skills and “soft” or “transferable” skills.
	
HARD SKILLS
Hard skills are technical skills that one needs to be able to do a particular type of job. For example, to be able to drive a train one needs a special training and ability.
                                                                        
SOFT SKILLS
Soft skills or transferable skills, on the other hand, are skills that can be applied in our everyday activities and in all kinds of jobs [https/www.youth.centeric.gov .uk].

COMMUNICATION
One of the most important soft skills is communication. Communcation is needed in order to give instructions, receive instructions and to relate with co- workers. For example, at my work place, each and everyone has a different task to perform and in order for this to be done effectively, instructions need  to be given and received clearly to avoid bottlenecks .For this to be done, we need verbal and non-verbal communication skills as well as written communication skills .
			
VERBAL SKILLS OF COMMUNICATION
“Verbal communication encompasses both our words and our fillers” (Maund, 2017). In other words, verbal skills are expressed through language. Misunderstanting in the use of verbal communication can result in delays, inefficiencies or even loss of precious time and money. A typical example is an incidence that occurred at my workplace where a colleague who was instructed to bring pepper came back after some minutes holding a piece of paper.

NON- VERBAL COMMUNICATION SKILLS 
Non -verbal communication refer to gestures, facial expressions, tone of voice, eye contact, body language, posture and other ways people can communicate without using language. In short, non -verbal communication skills are those skills that are not expressed through speaking.

WRITTEN COMMUNICATION SKILLS
According to Https.//businessjargons.com, 2018 “written communication refers to the process of conveying a message through the written symbols”. In other words, any message exchanged between two or more persons that make use of written words is referred to as written communication. These three types of communication skills are applied at my workplace.
All these three types of communication skills are also needed in our academic activities like doing a presentation ,writing of dissertations ,formal emails and group activities .For example, to be able to write this report, our lecturer applied some of these skills perfectly and this enabled us to understand what we need to write in our report.

TIME MANAGEMENT
Another skill that is important is time management “Time management is the process of planning and exercising conscious control of time on specific activities, especially to increase effectiveness, efficiency and productivity” (Wikipedia, 2014).
Time management helps us to achieve efficiency in every activity. I need to manage time in -order to finish my job on schedule. By managing time, I am also able to be punctual at my work. Finally, time management allows me to attend work regularly. To quote from appointmentplus.com” good time management allows you to accomplish more in shorter period of time which leads to more free time which leads to more career success. Each benefit of time management improves another aspect of your life”.
The demands on time are not only at the workplace but on wide range of activities like attending to friends, families, personal hobbies and other social activities. This means that my time will have to be managed in such a way that it won’t affect my efficiency at work.
Time management can also help me to organize my academic work. I need to attend lectures regularly and on time, submit my assignment on time and perform other extra curriculum activities 
One way to manage my time is to write a to do list.
	 IMPORTANT
	SOMEWHAT IMPORTANT
	NOT IMPORTANT

	Study time 
	Part time work
	Social media 

	Family 
	Volunteering 
	Listening to music 

	Sleep time 
	Household chores
	

	
	
	


								(Miro, 2019)
This chart is example for one to organize his time by following a to-do-list.
Following this chart, helps to organize time by putting the important things first therefore prioritizing our activities.
			 
TEAMWORK
Teamwork involves a group of people collaborating to achieve a specific goal. In a working environment people are interdependent therefore this calls for a certain kind of collaboration to achieve the best results. For example, at my workplace where we do cooking, each end everyone has part to play in order to produce a certain kind of recipe and this collaboration creates a sort of synergy, therefore helping to produce more in the shortest possible time.
The same concept also applies in academic environment, where through the different study groups ideas are shared, new concepts are learned therefore enriching us academically, socially and culturally.
	S
Strength: 
Good communicator
Good team worker
Able to achieve my goals
	W
Weakness: 
Time management
Written communication

	O
Opportunities:
Studies on time management etc.
Admission to the university
	T
Threats:
Laziness
Failure to attend lectures
Punctuality in presenting assignments


	By Louis Pasteur


In trying to analyse my own skills, I have prepared my personal SWOT analysis. In this chart, S represents my strengths, W represents my weaknesses, O Represents my opportunities, while T represents the threats I can face.
In this analysis, I have stated that I am naturally a good communicator, a good team worker and I usually set goals for myself and try to achieve them however, my writing skills and time management needs much improvement. Thankfully, the fact that I have been able to gain admission at the university and the courses I am undertaking will help me improve on my writing skills. 
Moreover, studies I am currently doing on time management is helping me to acquire some skills as to how to manage time. Example of this is by preparing a to-do-list. However, threats like laziness, not applying myself to studies, absence from lectures, and failure to present my assignments on time can be a threat to achieving my set goals.
	
ACADEMIC SKILLS
Academic skills are skills one needs to learn effectively in order to complete the academic studies. These may be transferable skills like time management, team working and communication.
Academic skills also include specific skills like researching, note-taking academic literature (essays, reports, using formal language).
Although these skills are referred to as “academic”, they are transferable and useful at the workplace. For example, at my workplace where I write a lot of notes and also receive instructions through writing, I will be able to relate better with my colleagues.
Referencing and avoidance of plagiarism. Plagiarism is a serious academic crime that needs to be avoided. It involves picking someone`s ideas, words, or texts and presenting them as your own.
One way to avoid plagiarism is by paraphrasing. Paraphrasing includes the alteration of a text in order to make it different from the author`s original text while keeping the exact meaning (Bailey, 2000, p.21). Thus, paraphrasing allows for the explanation of essential ideas in one`s own style.
Paraphrasing may be done in three ways:
· By changing words
· By changing word forms
· By changing the word order
Another way to avoid plagiarism is by summarising. Summarising is an important academic writing skill that consists of picking the important points from a text and rewriting them in a shortened form while maintaining the essence of the original text.

MY PERSONAL DEVELOPMENT PLAN (PDP)
	WHAT ARE MY BIG GOALS?
	WHAT GOALS NEED TO HAPPEN FIRST?
	WHEN DO I ACHIEVE THIS?
	WHAT OBSTACLES MIGHT GET IN MY WAY?
	HOW CAN I IMPROVE MY CHANCES OF MEETING MY GOALS?
	WHERE CAN I GO FOR SUPPORT?

	Complete first grade
	Continue to study seriously
	Finish high education and progress to first degree
	Laziness,
Failure to attend lectures
	By applying myself to studies.
By doing further research on what I have been taught
	Teaching assistants, lecturers, various study materials

	Become an entrepreneur
	Complete my studies and start saving some money
	At the conclusion of my five- year development plan
	Lack of adequate formation and information
	By completing my studies.
By saving some money
	I can seek help from a business adviser. 
Seek help from a financial institution




In this Personal Development Plan (PDP), I have stated as my ultimate goal, the desire to become a business entrepreneur. This is the main reason why I chose to do this course. After obtaining my Certificate in Higher education, I have plans to undertake a degree course in Business Administration. With this in mind, I have drawn a five-year development plan at the end of which I hope to achieve my objectives. In order to achieve these objectives, I need to apply myself to studies, do a lot of research and seek advice where necessary. I also need to save some money and to do this I need to increase my working hours when necessary. Another thing I plan doing is to seek counsel from people who are into entrepreneurship.
			

CONCLUSION
[bookmark: _GoBack]In conclusion, there are many skills that are needed. These can be hard skills or soft or transferable skills such as communication, time management and teamwork. These skills are very essential in any working environment or academic studies. From the above report, I have come to the realization that I need to strengthen myself in certain areas and, in the near future, develop other skills that will help me achieve my goals. This can be done by applying the knowledge I have acquired in these studies to my day-to-day activities. Another way I can improve is by setting goals for myself within a time frame. To help me do this, I have prepared for myself a five year personal development plan which I hope to follow, and by so doing I will be able to achieve my goals.
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