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[bookmark: _Toc21134_WPSOffice_Level1]Introduction
The ability to successfully do work is a skill. Different skills are needed for executing the responsibilities of different works. The transferable skills which make someone employable are called employability skills. The more skills one person has the more chance is there for that person to get hired or recruited by any organisation. Organisations look for skills specific to their job vacancies. The transferable skills which are easy to quantify are known as hard skills (Hsin, 2012). On the other hand, the skills which are more related to 'people' and are hard to quantify are known as soft skills (Robles, 2012).


[bookmark: _Toc13629_WPSOffice_Level1]Employability Skills
In this part of the report, discussion the soft skills, my skill analysis, a SWOT analysis, and a personal development plan will be provided.
[bookmark: _Toc13629_WPSOffice_Level2]Soft Skills
The skills which are transferable but difficult to quantify are known as soft skills. Soft skills focus on the skills relevant to people (Murti, 2014). All the soft skills are somehow related to people and a person with a good level of soft skills is supposed to be good in terms of managing human relationships and human contacts. Soft skill is one dimension of the employability skills (Robles, 2012). These skills are considered more sophisticated compared to hard skills. Communication skill is the soft skill with the most amount of demand in the workplaces. Understanding and giving instructions, the capability of teamwork, time management and so forth are the most significant for the current state of workplaces (Kruckeberg, 2011).
[bookmark: _Toc22457_WPSOffice_Level2]My Skills Analysis
I analysed my skills with the help of mind tool analysis. There I got a score of 47. This analysis conducts an analysis based on four skills. Those skills are leadership and management, problem-solving and decision making, communication skills, time management skill, and personal mastery. In this test, the lowest scoring zones for me were communication skills and decision-making. Though management and leadership skills categorised as one skill, according to my thinking, my leadership skill is not up to the standard. I got poor marks in decision-making skills. On the other hand, I got satisfactory marks in problem solving and time management skill. I scored very well in these skills along with the personal mastery skill. The later skill indicates how good I can lead myself to anything. From this mind tool analysis, I found out some of my weaknesses which will help me to work on those.
[bookmark: _Toc10267_WPSOffice_Level2]SWOT Analysis
The SWOT analysis of myself considering the workplace is done below:
	Strengths
	Weaknesses

	1. I am very good at time management.
2. I find problem-solving very interesting and easy.
3. I have been a proactive person most of my life.
4. I have a very clear concept about management which would allow me to work in the management department smoothly. 
5. My mentality always seeks improvement and growth. 
	1. I am not good at oral communication. 
2. Leadership or managing people is my other weakness.
3. I often tend to make ambitious decisions which end up failing as a result of being too ambitious.

	Opportunities
	Threats

	1. As a proactive person, I try to ensure the upcoming problems and prospects hit my mind before emerging in real.
2. With my growth mentality, I can go higher in any hierarchy provided the other skills support me.
3. Being aware of time, I get more time since I try to solve every problem just after emergence.
4. Since management departments give priorities to the people with good management and problem-solving skills which is an opportunity for me.
	1. Without a solid communication skill, the other skills may not work in their natural way. 
2. Managing or dealing with people is important regardless of the nature of the job which is a major threat for me. 
3. The discomfort in decision-making will stop problem-solving to work in its natural way as there is a strong correlation between these.



[bookmark: _Toc24426_WPSOffice_Level2]Personal Development Plan
	No.
	Goals
	Actions
	Success criteria
	Time

	1.
	Being good at communication
	I will take help from the online learning platforms such as Udemy, EDX, Coursera etc. to learn the ways I can increase my ability to communicate with others. I will also take assistance from youtube. I will exercise both written and verbal communication every day for a specific time. Exercise will help me the most to become better at both modes of communication. 
	Being able to communicate with anyone in any given situation in both written and verbal mode without misinterpreting or giving any wrong message to the other person within a specific time (Andrew Grant, 2010).
	1stJanuary 2020 to 30thJune 2020

	2.
	Learning interacting with people effectively
	I will try to spend time with people of different ages, professions, and social classes which will widen my notion regarding people. Reading books on human behaviour will also help me. I will ask people more often to seek for any help I may help with. This will also increase my level of understanding about people.
	Being able to understand people from their perspectives and making decisions based on own perspective which will ultimately enable one to understand what people want and what would pacify those people in any given situation (Brusoni, 2013). 
	1stJanuary 2020 to 30thJune, 2020

	3.
	Developing decision-making skill
	To develop this critical skill, I have to read books and learn different aspects of decisions. I will also look out for what the experts and researchers say in TedTalk. Then I will take decisions more often even when the problem does not need conscious decision-making effort. This will allow me to see the different analytical aspects of a decision. 
	Being able to take decisions which have the possibility of being successful since those decisions have been taken after thorough screening inside one's mind (Kaner, 2014).
	1stJanuary, 2020 to 31stMarch, 2020




[bookmark: _Toc22457_WPSOffice_Level1]Academic Skills
The skills those are applied to learning or boost the process and ability to learn for a person is known as academic skills. These skills also consider retaining and recalling information as an integral part of these. Academic skills are further divided into two broad categories (Noe, 2017). Those are general skills and specific skills. Skills of these two categories are discussed in the later sections.
[bookmark: _Toc4168_WPSOffice_Level2]General Transferable Skills
The general skills are needed almost everywhere and common in nearly every situation. Some of the general skills are discussed below:
1. Time Management: Time management skills indicate the ability to utilize one's time efficiently. Time management skills are not a stand-alone skill. Rather it is a set of skills where the contribution of all the other skills is significant. Those skills are organisation, prioritisation, goal-setting, communication, planning, delegation, and stress management (Shapiro, 2011). I have time management skills up to my expectations. I can divide my time into small units and make them more productive.
2. Team working: Team working is the skill which indicates to the ability a person to work in a team with quality input and efficient output from the team. To become good at teamwork, one has to have a sense of purpose and the ability to attain the goals without attaching the personal beliefs and prejudices to the team (Gilley, 2010). The major examples of teamwork are communication, conflict resolution, decision-making, problem-solving, reliability, and persuasion and influencing skills (Berlin, 2012). Since I do not possess good skill in interacting or dealing with people, my team working skill is not up to my expectation. Besides, my communication and decision-making skill is also not well enough.
3. Communication: Communication skills indicate the ability to deliver and receive a message without any misinterpretation in a verbal or written mode of communication in any given situation. Communication skill has four dimensions. Those are reading, listening, speaking, and writing (Gallois, 2015). I have several problems regarding communication. I can not deliver my message clearly because of nervousness. The same also happens when I am in the receiving end. Writing communication also needs improvement.
[bookmark: _Toc18615_WPSOffice_Level2]Specific Skills
The skills which are relevant to academic courses and other tasks more specifically are known as specific skills. The specific skills are discussed below:
1. Research and note-taking and gathering relevant information: The ability to conduct research, take notes, and searching for information from the internet and the published literature is a significant skill. Note-taking can be done in three ways. Those are outline, web, and Cornell method (Bailey, 2014). My skill in gathering information from the internet and published literature is well enough. My knowledge and skill regarding research are increasing as days are passing. But my ability to taking notes is not up to the standard. I miss out on the important topics.
2. Academic writing: Academic writing is the way to present information which would display a clear understanding and knowledge of a specific subject. Academic writings generally hold a significant portion of grades for any student. Academic writing can be divided into essays and reports (Bailey, 2014). My skills in academic writing are well enough. I can write essays or reports with making lest the number of mistakes. I can also use formal language well.
3. Referencing and avoidance of plagiarism: Referencing is the task where the works of literature which are used in a writing are mentioned systematically. There are different referencing styles such as APA. MLA, Harvard, Chicago style etc. (Shapiro, 2011). Taking someone else's work without mentioning the name is called plagiarism. I did much documentation where I needed to refer to the original literature and plagiarism was a concern. But my writings were never marked as plagiarism. I used software to check plagiarism.
4. Paraphrasing: Paraphrasing is the practice of using different words to express an idea with more clarity. Paraphrasing is used so that the idea is passed on to the readers with more clarity (Hsin, 2012). I am very good at paraphrasing. I have worked on paraphrasing many times and I did not make any mistake regarding this. I also didn’t miss any point when I paraphrased. 
5. Summarising: Summarising is the way someone states about a statement and includes only the main points yet does not spoil the message it bears.  (Robles, 2012). I am not good at summarising messages or any documents. I tend to miss some points in my brief version of that message or document. In some occasions, the meaning of the documents was distorted since I could not use the appropriate words.
6. Communicating and presenting information: Without communicating a piece of information, that does not create value to anyone since a piece of information does not create value by itself (Gallois, 2015). For communicating any information, presentation is needed. I can communicate any information in both formal and informal ways. I can write reports to communicate information formally. For a visual presentation, I can use Microsoft Powerpoint promptly. I also have little knowledge of Prezi.


[bookmark: _Toc10267_WPSOffice_Level1]Conclusion
The competitions in the workplaces are getting tougher every day. If anyone intends to become fit for any workplace, that person has to acquire the general skills and the specific skills which are needed in an organisation (Varshney, 2016). One can set priorities about the sort of job s/he wants and, then, start developing the skills which are needed for that sort of job after analyzing her/his skillset. A well-thought personal development plan can help one to achieve the goals in a systematic and disciplined way.
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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 you Task 1 (part of the Assignment for this module).

Ex.1 Write a paraphrase of the following passage.

Chocolate has always been considered an affordable little luxury, associated with romance and
celebrations. Therefore in 2001, revelations that the production of cocoa in Ivory Coast involved
child slave labour deeply shocked chocolate companies, consumers and governments alike. The USA
passed legislation mandating that standards be created to permit companies who could prove that
their chocolate was produced without forced labour to label their chocolate “slave-labour free.” The
chocolate industry agreed to an international protocol that would give chocolate producers four

years to limit abusive practices.
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Ex.2. Complete the blanks in such a way that the meaning of the second sentence is as close to
the original sentence as possible, using the word in brackets where given. Pay attention to
grammar and make sure what you write matches what is already given.
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9) Universities place the burden of understanding plagiarism and attribution conventions on
students.
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