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[bookmark: _Toc28678479]Introduction 

[bookmark: _Toc28678480] Skill Definition
A skill represents capability and ability gained by international, concerted and sustained effort to carry out dynamic tasks and job function involving ideas (cognitive skills), items (technical skills) and/or individuals (interpersonal skills) in a seamless and efficient manner.
[bookmark: _Toc28678481]Employability skills
Employability skills are the basic skills required to get, hold, and do well at work. These are the talents, attitudes and actions that help workers to come to grips with their fellow workers and managers and make sound, critical decisions. By comparison to specialized or technical skills, employability skills are general rather than job-specific and spread across all forms of industry (Robinson, 2000).
Employability skills the two biggest concerns of companies today are to locate and prepare good workers. The disparity between the skills required on the job and those held by candidates, often referred to as the skills gap, is of real concern to human resource executives and business owners looking to hire skilled workers. Although companies would prefer to hire qualified people who are willing to go to work (Robinson, 2000).
[bookmark: _Toc28678482]Soft skills
Soft skills are organizational characteristics that one has, often known as human intelligence, and personal attributes. Business executives consider soft skills of job applicants as a very important attribute. Employers expect good soft skills and hard skills for new employees. The top 10 soft skills are communication skills ( clarity, respect,  confidence, empathy, listening, non-verbal communication, constructive feedback), teamwork (conflict management, delegation, collaboration, cooperation, coordination, negotiation, mediation), adaptability (optimism, decision making, self-management, curiosity, analysis), problem-solving (persuasion, lateral thinking, logical reasoning, initiative, persistence), creativity (inspiration, imagination, innovation, questioning), work ethic (integrity, responsibility, discipline, teamwork, professionalism), interpersonal skills (humor, tolerance, diplomacy, patience, sensitivity, empathy), time-management (planner, delegation, focus, prioritizing, goal settings), leadership (cultural intelligence, generosity, trust, selflessness), attention to details (acuity, recall, scheduling, introspection, critical observation) (Kerr, 2019).
Soft skills are missing performance assessments, or perhaps more precisely, do not sufficiently measure soft skills— personality traits, ambitions, interests, and desires that are prized on the labor market, in business, and in many other areas. The larger theme of this paper is that soft skills predict success in life, that they affect that progress, and that soft skills-enhancing services are essential (Heckman and Kautz, 2012).
Missing or mis measuring soft skills performance tests, including personality traits, ambitions, motives, and interests.  Soft skills are forecasting success in life and generating it. In policy portfolios, programmes that enhance soft skills play an important role (Heckman and Kautz, 2012).
[bookmark: _Toc28678483]Hard skills
Hard skills are an important part of the skill set required for a career. These include the skills that an individual need to do the job effectively. These are unique to the work and are commonly mentioned in job posts and job descriptions. Hard skills are learned through structured education and training programmes, including college, apprenticeships, short-term classroom qualification (Doyle, 2019).
Hard skills include the basic knowledge and skills needed to be successful in a career. Tough skills definitions cover computer engineering, web design, reading, accounting, banking, publishing, economics, legal and other quantifiable capabilities included in the job requirements (Doyle, 2019).
Hard skills examples: banking, bookkeeping, construction, data, analysis, analytics, computer, hardware, engineering, editing, design, financial, healthcare, math, programming, project management (Doyle, 2019).
[bookmark: _Toc28678484]SWOT Analysis

A SWOT analysis is a method used to locate and determine the Strengths, Weaknesses, Chances, and Threats of an individual or company.
SWOT analysis can be extended within a single department to a whole company or organization or specific programmes. More generally, on an organizational level, SWOT analyses are used to assess how well a company is associated with its development trajectories and performance goals, but they can also be used to evaluate how well a project is doing (Shewan, 2019).
Strengths is the first element of SWOT Is a tool or capability that can be used successfully by the enterprise to             accomplish its objectives. For example, may have established a proprietary trading technique that resulted in market-beating returns. This will then have to determine how to use the findings to attract new buyers (GRANT, 2019).
Weaknesses stop the efficiency of a company at its best level. They are areas where business needs to improve to remain competitive: a weak brand, higher than average turnover, high debt levels, poor supply chain, or lack of capital (GRANT, 2019).
Opportunities apply to advantageous external factors that could offer a competitive advantage to a company. For starters, if a nation cuts tariffs, a car manufacturer may export its cars to a new market, boost sales and increase (GRANT, 2019).
Threats refer to causes that could affect an enterprise. A drought, for instance, is a danger to a wheat-producing company because it can kill or raising crop yield. Certain specific challenges involve concerns such as increasing material costs, increased competition, limited availability of labor, and so on (GRANT, 2019).
[bookmark: _Toc28678485]Personal development plan

A personal development plan isn't just something that managers make you do before an annual evaluation; it's also that firm rock that helps you stay insight in your dreams and aspirations (Spruce, 2016).
A good plan offers focus; it lets you chart a roadmap to your effective version; it allows you to make better choices, and it stops you from taking steps backward (Spruce, 2016).
Often, a good plan helps you to strategize and get back on track when things go wrong (Spruce, 2016).
A clear plan often improves your mental health as a sense of purpose can often help to reduce anxiety and depression (Spruce, 2016).
According to Spruce, (2016) there are seven steps to right a personal development plan.
1. Develop your skills or increase your knowledge
Once you have an understanding of what might impede you and what might benefit you, you will be able to capitalise on the possibilities you have noticed.  Make a plan of action on how to create the forward (Spruce, 2016).
2. Set yourself deadlines for when you want to achieve them
Understanding when you want to achieve a goal is vital, and an important source of motivation and inspiration is to imagine the future. Daydreaming is a critical method of inspiration, and you should use it to set a deadline for your targets (Spruce, 2016).
3. Set yourself goals
You're in one of the most disturbing phases of life as a twenty-something. It seems messy, and there's a lot of tensions. It's not just the first step in preparation to find out what you want, but also the toughest. When you realize what you want to do, this vision serves as an emotional anchor; it provides stability and order in a period of turmoil. By the way, it should be difficult to achieve your life goals; they should sound immense, intimidating, and utterly overwhelming.
You're going to break things down into tiny baby moves, making them feel realistic and feasible, and you're going to achieve them. (Spruce, 2016).

4. Priorities those goals
First, take all the small steps that will help you achieve your great goals. And these short-term targets will need to be prioritised. Remember you can't do it all at once and try to lead   to disappointment (Spruce, 2016).
5. Recognize threats and opportunities
Some obstacles they might be external factors or an aspect within yourself can keep you from achieving your goals or slow you on your journey if you let them, of starters, when applying for that people who have done, a lack of motivation could be counterproductive. But once you have recognized a propensity to procrastinate or lose focus, you should set up plans to hold your goals alive. (Spruce, 2016). 
6. Use your support network
And you are not expected to. Within you, the support network is a valuable asset, so use it and not neglect it. List the individuals you should support in your personal development plan. This might be a financial consultant, a relative, a boss. People often are so happy to help you, more than you could realize (Spruce, 2016).
7. Measure your progress
Whether it's big or small, it requires time to think about how far you've come after you've made some progress. Wallowing momentarily is a safe way to feel without hanging on to what you need. Nonetheless, hanging on to sorrow, rage or disappointment will only dissuade you. Such feelings are going to take you nowhere and just delay you (Spruce, 2016).
[bookmark: _Toc28678486]Academic skills

Transferable skills exist in all occupations. These are the foundation of all the professional success that you will achieve over the years in this and other professions that you can follow (Yate, 2018).
These are regarded as transferable skills because these allow the difference between success and failure irrespective of what the work or occupation is (Yate, 2018).


[bookmark: _Toc28678487]Transferable skills
[bookmark: _Toc28678488]Technical
Technological competence is one of the technical skills that is essential for every job. Good technology skills can improve your productivity even if you are not employed in a technology field and help you accelerate professional growth. Technology is constantly changing the nature of our work and how they are done. Therefore, if you want to remain employable, you need to stay up to date with the most important abilities in your professional world (Yate, 2018).
[bookmark: _Toc28678489]Communication
Today any professional job needs communication skills; without them, advancement and professional success are unlikely. The primary communication abilities are, verbal skills - what you're doing and how you're doing it. Listening skills - responding to interpretation, not just waiting for your chance to speak. Writing skills - direct written correspondence, important to success in any profession. This provides a lasting impression of who you are, your ability to evaluate the procedures, your power (Yate, 2018).
[bookmark: _Toc28678490]Critical Thinking
Critical thinking skills are the professional world implementation of all those problem-solving skills that you have established since grade school a comprehensive method to uncovering all the problems associated with a particular task that will contribute to its answer (Yate, 2018).
[bookmark: _Toc28678491]Creativity
Complex transferable talents are named imagination and the seventh transferable skill leadership. That's because only when a fully integrated mix of each of the other transferable skills is put into play will they come into being the frame of reference you have for your work, profession and industry is your creativity. It allows you to see the patterns behind the challenges, connect the dots and find solutions. (Yate, 2018).
[bookmark: _Toc28678492]Leadership
When others trust in your abilities and feel that you have the happiness of all as your target, they will support you; you take responsibility, but we get the glory. You are on the path to becoming a leader as your acts encourage others to dream more, know more, do more, and become more. Eventually, this will be understood and credited with advancement to and through the management levels (Yate, 2018).
[bookmark: _Toc28678493]Multitasking
This is one of the modern era's most desirable skills. The multitasking pressures of modern professional life, though, are causing massive stress and meltdowns for professionals worldwide, according to numerous studies. Multitasking is focused on three things: organization; prioritization and time management. Instead, review what you have done by implementing the Strategy, Start, Review Process at the end of each day. It keeps you updated about what you have done and helps you to realize that today you have spent your energy in the most important activities and that tomorrow you will feel better, sleep betting (Yate, 2018).
[bookmark: _Toc28678494]Teamwork
The professional world revolves around the dynamic complexities of making money, and such problems involve constant approaches from people's teams. It, in essence, allows you to work effectively and appropriately with others who have completely different roles, experiences, priorities, and skill fields. Teamwork abilities are particularly important if you are planning to be a leader, as all good leaders need to consider the vital complexities of teamwork. But prepare to be a team player if you're going to be a leader. (Yate, 2018).
[bookmark: _Toc28678495]Conclusion 
In conclusion, a person’s skills are very important in professional life but also make the difference in personal life. It is very important to know yourself, what your skills are and how far are you able to go to achieve goals. 
SWOT analysis is really helpful to help individuals to know themselves better, however, to be able to get a right result from a SWOT analysis you have to be honest with yourself first and admit what your strength and weakness are. 










[bookmark: _Toc28678496]REFERENCES


Doyle, A. (2019). What Are Hard Skills? [online] The Balance Careers. Available at: https://www.thebalancecareers.com/what-are-hard-skills-2060829 [Accessed 26 Dec. 2019].
 GRANT, M. (2019). How SWOT (Strength, Weakness, Opportunity, and Threat) Analysis Works. [online] Investopedia. Available at: https://www.investopedia.com/terms/s/swot.asp [Accessed 27 Dec. 2019].
Heckman, J.J. and Kautz, T. (2012). Hard evidence on soft skills. Labor Economics, [online] 19(4), pp.451–464. Available at: https://reader.elsevier.com/reader/sd/pii/S0927537112000577?token=6BA945AD22DC721ADFDD4858B2FA27E9721684548809A61F577490C4F372B8B03BB1B1FF8C2C17BBDB9A949408023F67 [Accessed 21 Aug. 2019].

Kerr, M. (2019). Top 10 Soft Skills Employers Love: 90+ Examples | Resume Genius. [online] Resume Genius. Available at: https://resumegenius.com/blog/resume-help/soft-skills [Accessed 26 Dec. 2019].
Robinson, J. (2000). The workplace. [online] Face.edu. Available at: https://www.face.edu/cms/lib/CA01000848/Centricity/Domain/189/employability-skills.pdf [Accessed 26 Dec. 2019].
Shewan, D. (2019). How to Do a SWOT Analysis for Your Small Business (with Examples). [online] Wordstream.com. Available at: https://www.wordstream.com/blog/ws/2017/12/20/swot-analysis [Accessed 26 Dec. 2019].
Spruce, H. (2016). Free Personal Development Plan (PDP) Example Template PDF. [online] The Hub | High Speed Training. Available at: https://www.highspeedtraining.co.uk/hub/personal-development-plan-template/ [Accessed 30 Dec. 2019].
[bookmark: _Toc28678497]Yate, M. (2018). The 7 Transferable Skills to Help You Change Careers. [online] Forbes.com. Available at: https://www.forbes.com/sites/nextavenue/2018/02/09/the-7-transferable-skills-to-help-you-change-careers/#360c13314c04 [Accessed 30 Dec. 2019].  

Appendix [image: ]
[image: ][image: ][image: ]
2

image3.jpeg
Trinity Saint David
LONDON Term 1

In-class exercise 1: Paraphrasing (Oct 2019)

% et Academic and Employability Skills - BMSW4001
B

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.

1) There will be a few changes arOjnd in the office. (announce)
The boss __im ‘Omnrno et ﬁ;e cﬁ'unmun €% (m o  eommed» e in the office.

2) He doesn't write to me as frequently as | wanted. @

Iwish 4o ecive /ﬂt‘cuaenfﬂ-* SoHens jmofm b

3) We were concerned about her health.
We had some ;;(, Q'Jeems o/om‘,-L /w@rr @er/vow

4) You weren't carefrl, so you made so many mistakes. (had) m

If oo on o0 <(:f7/dﬂ R g e ool so many mistakes.
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5) The council cut funding so we could not provide free parking. @

Because of _ fhe mews covmeil T aoles "ﬂ're).// o) (nnww'«f e !nec,nur‘/(‘”";i/

6) His proposal was a failure as it was too theoretical. (relied) @
His proposal _riJies] it woa feo dhewnetico

7) It was Mary who stole money. A@
He accused l’hTm'P)L} che' slule <1ZL e n’n(trﬂf;f’ .

8) He seems well-educated. However, he's not very bright. (although)

—
9) Universities place the burden of understanding plagiarism and attri

students.

The responsibility for Uy enal‘#{ es % J@ fmcf ojj

10) 33% of adolescents who have one baby, have a second baby within two years of the first -
baby's birth. (third) Fhind @
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Re-read the text ‘To be a great leader, you need to start by feading yourself” on the previous page
Summarise main ideas from the text in your own words. Write about 175 words.
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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.

To be a great leader, you need to start by leading yourself

Most people go into top positions with good intentions, but those often crumble due to the demands — and
perks — of the job. If you want to succeed, devote some time and energy to self-leadership, says consultant
Lars Sudmann. Being a leader is a little like being a parent; beforehand, we have all these rosy visions of how
we’re going to do it, how incredible we’re going to be, and how we’ll sidestep the mistakes that we see other
people make. But when it’s our turn to assume the role, we find that reality doesn’t match our expectations
or imaginations. Sudmann, for example, believed that he would ace his first leadership role. Then, he held
his first major staff meeting, an employee asked a question about the company’s email signature, and the
proceedings — and his command of them — completely fell apart.

After some months, Sudmann realized he was fighting against certain entrenched factors that keep all leaders
from improving. Like many in the working world, leaders have too much to do and not enough time to do it;
they don’t clearly think through their priorities and strategies; and being in a position of power causes them
to assume that the people beneath them will take care of a lot of problems.

Sudmann found a potential solution to these “classic leadership problems” in Marcus Aurelius, the Roman
emperor and Stoic philosopher. Rather than spending his time trying to learn to rally and guide others,
Marcus Aurelius focused a surprising amount of his energy on mastering self-leadership. Sudmann has found
this orientation tremendously helpful. Below he breaks down three actions that go into self-leadership.

First of all, you need to be aware of your shortcomings; leaders need to know all of their biases, predilections
and weaknesses. Another idea is to take 5- 10 minutes every day to think about the challenges you've recently
handled and the ones you'll soon face. While Marcus Aurelius was fond of reflecting in the evening, Sudmann
likes doing this over morning coffee. Questions to pose include: “How did my leadership go yesterday? How
would the leader I'd like to be have faced the challenges | faced? What about my challenges today? What
could | do differently?” Write down your thoughts so you can refer back to them and learn from them.

Also, regulate your feelings; no matter how much preparation and reflection you put in, there will be
employees, colleagues, clients and associates who anger, frustrate or annoy you. That's where the practice
of “reframing” comes in; stopping and asking yourself ... on a scale from 1 to 10, how important is this issue
right now? Then, give yourself a moment to think: “How would the leader | aspire to be handle this situation?”
The answer will come to you. \
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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
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