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Introduction

In this report several kinds of skill sets will be reviewed and analysed. Both their differences and similarities will be acknowledged. Examples of them will be given as well as a detailed explanation of their qualities. Those examples will be drawn from own research, personal experience, relevant articles and textbooks as well as in-class work. The goal of the report is to show good understanding of the concept of Employability, Academic and other sets of skills and their forms of use as well as why they are vital, especially in a business environment. The progress made during the first term of the course and the impressions of it will also be discussed.


Skills

Having a set of skills means having the knowledge, experience and ability to perform a certain task (Doyle, 2020). A skill is something acquired by practice. The more experience an individual has in a field – the more skilled they are. It also means being good at something.

Having a variety of skills is vital to being successful in the business field. A set of both Academic and Employability skills greatly increases a professional’s confidence and knowledge, while also providing them with the necessary tools to improve themselves. Being able to make use of them allows for better preparation when applying for a position in a company for example. A business owner would also highly benefit from having these skills, as the operation of a company requires professionalism and adequate understanding of the field and certain ways of executing tasks. 

There are several types of Skill sets which include Employability, Academic and Hard and Soft skills. Each of them has unique features and equal value to an individual in both personal and professional aspects. A combination of all these qualities would increase employability and productivity since it will bring good knowledge and experience. It could potentially bring new opportunities for work or education. As well as benefits in personal life.
 Expanding and improving the skills one has is necessary in order to keep up with changes in the business environment. Regardless of the position held an individual will be faced with adversities that require adequate reaction. Being able to determine the best way of solving a problem will become easier with the improvement of professional and personal skills. 


Employability Skills 

Also referred to as Job-specific skills, they are the abilities needed for a certain position. An example would be a professional nutritionist having a good understanding of diets and their correct implementation. (Doyle, 2020) Often employability skills are the ones chosen by the individual. They are the result of concentrated effort towards the improvement of particular qualities. The choice to a large extent depends on the professional interests of the person. Further improvement is achieved during use of said skills.

Employability skills are vital for all types of businesses and transferring them to new employees becomes standard as they are in most cases specific to the workplace. The transfer of skills happens when a new employee is introduced to the structure of the processes. Training is crucial for achieving good results and keeping execution of jobs up to both company and legal standards. 
Such skills could be obtained through studying as well. For example a person who would like to become a  professional chef, could choose to graduate in a course that will extensively teach them everything necessary to achieve that goal. This however could be achieved by directly gathering experience in time. That is why employability skills in most cases are transferable.

An example for a Job-specific skill is good organization. The ability to organize yourself as well as a team of professionals would be beneficial in all business fields and in all levels of positions held. Being able to organize yourself means that personal results will improve. While the ability to organize a team will greatly increase positive results on a bigger scale, it will also make you a good leader.

Academic Skills
Academic skills are the ones acquired through education. They vary based on the field of study. Academic skills are needed in order to progress in learning as well as in professional aspect. Good academic practice is necessary in order to have advance in studies. It will increase efficiency in class work done and improve learning and understanding. Successfully implementing learned techniques helps increase knowledge and productivity. 

One example of such skills is Academic writing. Which means the use of sentences with correct structure and paragraph sorting. Another aspect of it is the logical presentation of what is included. Formal language is a key feature of Academic writing as well. Correct presentation of references is one of the most important traits of writing a report. (Anon., 2019) 

Hard Skills
Hard skills are focused on abilities and skills that are practical. They can be learned through practice, repetition, and education. Hard skills are important because of the increased productivity and efficiency in employees they bring.

On one hand having such skills may potentially be life-changing due to some careers being entirely based on having these abilities. Such careers are acting or singing for example. 
Although mastering Hard skills could be quite challenging since a lot of them require determination and practice. It may take a very long time for an individual to learn a certain skill in this category. While it is also possible for it to occur naturally in the form of talent. 

For example being fluent in a foreign language or very well trained with a software like Photoshop are Hard skills which if practiced could be greatly improved. Acquiring such skills is possible through both educational and professional progress. (Kagan, 2020)

Soft Skills
Interpersonal or people skills such as attention to detail, good communication or critical thinking. These are traits that occur naturally in most cases. Skills that depend to a certain extent on personality or capability of working with others. (Doyle, 2020) 
Although these are skills that in most cases occur naturally it is still possible to acquire them through learning and practice. To a large extent Soft skills are mandatory for a successful career or social life. Showing compassion and being able to evaluate others efforts and feelings could be crucial to both our personal and professional lives.

Teaching Soft skills is more difficult than doing so with Hard skills, since they are more character based. 
Some examples of these people skills are time management and patience. (Kagan, 2020)

They are what determines how well a person interacts with other people and in many cases are a key part of an individual's personality.
Sociologists often describe a person's emotional intelligence quotient (EQ) as Soft Skills in opposition to intelligence quotient (IQ). (Kenton, 2019)

S.W.O.T. Analysis and Personal/Professional Development Plan (PPDP)
A S.W.O.T. Analysis is a tool used to evaluate the Strengths, Weaknesses, Opportunities and Threats of a business for example. It is used to identify strategies for success. This type of analysis is a calculated planning technique that is used to provide assessment tools.
A fresh perspective and new ideas could be achieved through the identification of core strengths, weaknesses, opportunities and threats. (Grant, 2020)

A Personal/Professional Development Plan or a (PPDP) is a tool that you create which helps you achieve goals in life by determining actions required to do so. It is a way of structuring the process of successfully executing a task. It allows you to follow a pre-determined path made based on experience and research in the field. (LifeTurnaroundNow, 2010)
An individual who chooses to create such a plan for themselves will greatly benefit from having a set pattern of tasks. Organizationally execution of tasks will be more structured and goals will become clearer. A Personal/Professional Development Plan is in a way a guide towards achieving own goals.

The following examples I have included are to show my progress from the beginning of the course until the end of term one. There are appropriate images attached for both of the examples I am presenting. 

In week one of studying Academic and employability skills the lecturer introduced both S.W.O.T. Analysis and Personal/Professional Development Plan to the class. 
The first task we were given for the subject was to create a S.W.O.T Analysis. After that in week two we were given a following task to create a Personal/Professional Development Plan based on the work we have done previously with the analysis. Acknowledging the lecturer’s feedback was of importance as well.

The S.W.O.T. Analysis I have done is a reflection on the strengths, weaknesses, opportunities and threats of working in hospitality.[image: ]
Based on the results from it I determined that working in hospitality is not suitable for successfully achieving the goals I have. It was very effective in showing me traits of the field that are not in my control. I realized that I would like to become a professional in a modern environment with constant development and progress instead of having a monotone everyday experience.

The feedback I received from the lecturer helped me to better understand and affirm my goals for the course. This helped me with choosing to focus on a different field.

Having the feedback and the results of my S.W.O.T. Analysis I created the Personal/Professional Development Plan on the goal of becoming a business owner outside of hospitality. I narrowed down the exact ways of achieving each goal that will ultimately lead to successful execution of the plan.
[image: ]

 Currently following this plan I am writing this assignment in order to execute the first task of passing term one. I have done so by following the plan closely. I am taking the actions necessary, such as studying and researching in order to improve my academic skills and receive higher marks on current and future tasks. Doing so will enable me to successfully follow my plan further and possibly find a job in a field I prefer.
Continuing to strictly implement all aspects of my Personal/Professional Development Plan in my academic and professional life will greatly improve my Skill sets. I believe that I will have better knowledge about all types of skill sets mentioned in this report by the end of the course. This plan also allowed me to choose with confidence to continue my studies beyond the current course. Studying in more detail the business field both from experience and from academic progress would be the best course of action in order to succeed with the goals I have set for myself. 
Receiving higher education in a business field will also present me with the opportunity to connect with like-minded individuals. This could potentially lead to forming partnerships and creating a business alongside professionals with common goals. This connection will improve to a large extent my Soft skills and further expand my social skills. 

Having improved Skill sets while following a Personal/Professional Development Plan is key to building confidence and becoming well developed in the field of occupation. 


Conclusion
In conclusion, understanding of Skills and the improvement of each type of skill sets is vital to being able to grow professionally and as a person. I have personally come to this assumption by working on this assignment and studying the course. I truly believe that it will vastly increase bot my academic and business knowledge. 
So far, I have gained the ability to create a Personal/Professional Development Plan and a S.W.O.T. Analysis, which have proven to be great tools to implement as a potential business owner like me. I am certain that the continued work closely with lecturers in the university and on my own based on in-class information will help me achieve the goals I have set for myself in the plan attached.
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1 Identifying linkers 2 Practice exercise: Using linkers

When reading a text, linkers are a kind of signpost to help the reader

B Underline the linkers in the following sentences.
follow the 1deas.

(a) A few inventions, for instance television, have had a major
1
B Read the paragrarh below and underline the linkers, then decide what

impact on everyday life.

(b) In addition, a large volume of used cars are sold through

(c)

(d)

(e)

(f)

dealerships.

The definition of motivation is important since it is the cause of
some disagreement.

The technology allows consumers a choice, thus increasing
their sense of satisfaction.

Four hundred people were interviewed for the survey, then the
results were analysed.

However, another body of opinion associates globalisation
"'Il-.:__._____
with unfavourable outcomes.

There are six main types of linker.

B Match each of the types below to one of the sentences above.

their functions are (i.e. types i~vi above).

BIOFUELS

Newly published research examines some important
questions about the growing use of biofuels, guch as ethanol
made from maize. The production of these has increased
sharply recently, but the replacement of food crops with fuel
crops has been heavily criticised. Although initially seen as a
more environmentally-friendly type of fuel, the research shows
that producing some biofuels, for instance biodiesel palm oil,
is more polluting than using conventional oil. The ethanol
produced from sugar cane, however, can have negative
emissions, in other words taking carbon dioxide from the

LR e B ' atmosphere instead of adding it. Consequently, it can be seen
(ii) Result (ol) . that the situation is rather confused, gﬂg that biofuels are

| ' ' ' oblem, nor are the
(iii) Reason ) | neither a magic solujﬁon to the enfergy pr nol y

| the environmental disaster sometimes suggested.
(iv) Opposition ('E) ’. .
(v) Example (A
(vi) Time ()
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4 Practice exercise: Linkers 5 Linkers of opposition

@ (nsert a suitable linker into each gap. ” . .
Note the position of the linkers in the following examples:

T R e ) The economy is strong, but/yet there are frequent strikes.
CHOOSING A BUSINESS SCHOOL ‘ Although/while there are frequent strikes the economy is
|

strong.

It can be difficult for students to decide whether to attend
Lusinsse selaol. The drawbecks. (s} fu e ) \»\Q]rﬂumthe high | In spite of/despite the frequent strikes the economy Is

F
|
: L\ I strong.
fees and the loss of income, are clear, (b) A 0w /<1~ ‘
|

. . _ | There are frequent strikes. However/nevertheless, the
increasing numbers are applying, (c) J—LUU-% the | economy is strong.

competition to enter the highest-ranked schools is increasing.
(d) D%P‘ l{, many well-known business people, (e) |
3‘*0(4 4aS  Bill Gates, never went to business school,

there is good evidence that an MBA helps students find a well-

B Write two sentences in each case.

Example:

paid job more quickly. It can also be hard for students to The equipment was expensive/unreliable

choose which school to apply for, (f) S LwC @ thereare || The equipment was expensive but unreliable.
Although the equipment was expensive it was unreliable.

so many rankings published, (g) e those from

‘ ial Times, Business Week and The Economist. : : :
the Financial Times, Bu (a) The government claimed that inflation was falling. The

(h) . these tables frequently disagree, opposition said it was rising.
(i) they give different weighting to different | (b) This department must reduce expenditure. It needs to install
factors. (j) , this lack of agreement may have a | new computers. -

I
positive aspect, reflecting the diversity of approach found in (c) Sales 6f the new car were poor. It was heavily advertised.

the world’s great business schools.
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Pass term one

good mark on the.
assignment

studying, researching

taking examples from
in-class work

Find a job outside of
hospitality

potential new
job/interview

imrove emloyability
skills

keep learning and
graduate the course

Become a business
owner

working on/launching
something of my own

choosing a field

improve business
management skills

study further and
learn more in detail
about business
management





