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INTRODUCTION

The aim of this report is to analyse my own academic and employability skills. In order to do this, I will be referring to some of the different types of skills that I have encountered whilst studying at university. This report will discuss the difference between academic and employability skills, and how each skill can be either used at university or work or be a transferrable skill. In addition, I will discuss the skills that I have and the ones that I need to improve on by doing the SWOT analysis. 

An ability to do an activity or job well especially because you have trained on it can be defined as a skill (Cambridge, 2020). The difference between academic and employability skill is that academic skills consist academic writing and presentation skills (CMU,n.d.). Employability skill can be defined as transferable skills that are required by employers to make them ‘employable’. Some instances of employability skills are problem solving, teamwork and interpersonal skills (STEMNET, n.d.).

SWOT ANALYSIS 

SWOT analysis is a technique used to determine and define your Strengths, Weaknesses, Opportunities and Threats (Shewan, 2020). Companies and business or indivduals can analyse on what they are doing well on and what they need to improve on. 

My personal SWOT analysis is 
Strengths - team working, communication and time management skills. 
Weaknesses - paraphrasing and summarising.

TEAMWORK

Teamwork is ‘the collective act of a group, especially when effective and efficient (Lexico, 2020). There are many methods to define this, Morgan, (2017) talks about how employers call it ‘team-working’ while universities would refer to it as ‘group working’  

Morgan (2017,) states how ‘the essence of your team-working skills is your behaviour’. Hence, there are other aspects of this skill that contribute towards your behaviour in working in teams, such as communication, honesty, active listening, empathy, awareness and responsibility (Indeed, 2020). This is a transferable skill as you can work in teams or groups in many different settings ranging from place of work, university and even while playing sports. 

Teamwork is a significant skill to have, being able to complete a particular task by working with others can improve the outcome of the task. This is what Maund, Schriek & Tinkler (2017) said, they expressed how ‘the essence of a team is shared commitment. Without it, groups perform as individuals; with it, they become a powerful unit of collective performance’. This can be exhibited by workers in the NHS. Employees in the NHS cannot work by themselves, they need to work together to improve a patient’s health, each member of the staff has a specific role they do, in order for them to do their job properly other members of the team need to do their work accurately so they can help the patient. 
 



Teamwork is a skill that I have and have probably developed more over the years through work and education experiences. Whilst doing this course at university we have been required to work in teams or groups in one of our modules to produce a power point presentation. In doing this we have been working in a group of four and have split the elements between us. 

We discussed what we are good at and we think we will need help with, this has enabled us to work together to complete the task well. Individuals can meet their personal needs by associating with groups, in doing this they increase their chance of solving problems. (Maund, Schriek & Tinkler 2017). Working together in groups I have realised how important teamwork is as a skill, it has made me aware of what I am good and what I need help with. In addition, teamwork has enabled me to build good relationships with my peers. 

COMMUNICATION

Communication is ‘the imparting or exchanging of information by speaking writing, or using some other medium’ (Lexico, 2020). Communication is probably the most important skill for any individual to have, it is significant to have good communication skills in every aspect of what you do on a daily basis including at work or university. Morgan, (2017) explains how if you do not have good communicational skills it can cause misunderstanding in employment and personal relationships. It can be completed using voice, written methods such as books, magazines and websites. In addition, it can also be done non-verbally by means of body language, gestures and the tone and pitch of voice (Skillsyouneed, 2020). It is both an academic and employability skill, thus making it a transferable skill. 

Mindtools (2020) describes how it is a ‘two-way process’ it is not just about delivering the message but listening to their reaction. Therefore, it builds a better understanding and interaction between your peers and lecturers at university. One of the tasks done at university is group work, so having good communicational skills is really important. Communicating with your group involves interacting with diverse people who might have different levels of understanding from yourself. Listening to each other’s ideas, talking clearly and concisely so that each member can understand and interact well within your group. Being part of group who does not communicate well can result in the failure of the task. Communication is also a key skill that employers look for when people apply for jobs via their application forms, CV’s even how you represent yourself in the interview. (Indeed, 2020)

The success of a company can rely on communication, if the communication between the staff and managers is not good then it can cause disruption between staff and even the failure of the company. In order for communication to work between staff and management they must listen to one another, therefore listening becomes an important part of this skill, if management do not listen to their employees concerns and concepts then this can affect the success of the company.   

Communication is a skill that I thought I had but I feel I need to improve more on now after doing this course, although I can communicate well to my fellow peers at university I feel I need to improve more on the way I communicate at a professional level. This requires building confidence in my language and being able to portray it properly. I can improve this by doing more research and reading books on it. 

TIME-MANAGEMENT

Time management is ‘the ability to use one’s time effectively or productively, especially at work (Lexico, 2020). Time management is an essential aptitude that is needed by both students and employees, therefore making it a transferrable skill. 

Morgan (2017), mentions ‘how failing to manage our time well could mean that we really do not perform well’. In other words, this states that time management is not just about managing time alone but knowing how to use your time efficiently so that student and workers are able complete a task well. In order to manage your time well prioritising and being organised are key elements, hence knowing the difference between what an important task is and what is urgent. The Eisenhower method is a great technique to explain this, his technique not only helps you recognise which activities are diversions but makes you think about your priorities. Thus, making those particular tasks more important (Mindtools, 2020).

Studying requires good time management, as student there are a lot of things that need doing for example attending lectures, sitting exams, reading, and thinking about the subject matter itself (Morgan, 2017). Consequently, if you do not manage your time appropriately to set goals that are doable all of these tasks can get on top each other making you stress and not achieve to the best of your abilities. 

Time management is an ability that I consider I can improve more on especially now after learning about the different methods there are in class. Being a mum of two as well as a student it is difficult to stay on top of things. Although I try to be organised by making lists and ticking them of as the day goes on, I feel I get distracted and lose focus. I have realised that sometimes multitasking is not the best way to do things. In order for me to be better at time management I need to try and be more organised by completing the important tasks first using the Eisenhower method. In addition, I recognised that the little things I do add up and in the end I spend more time doing them and thus leaving the big tasks with not enough time. I can change this by also using the 80-20 rule, which is prioritising the top 20% of things you do which will account for the other 80% of your results (Nan, 2020).

PARAPHRASING

Paraphrasing is to ‘express the meaning of (the writer or speaker or something written or spoken) using different words, especially to achieve greater clarity (Lexico, 2020).
This skill is a very important academic skill to have, by having this skill you can avoid plagiarism and it also shows that you understand what you have read. 

Understanding a text and putting it in your own words is regarded as paraphrasing while giving referencing to the actual author. This shows your teacher or lecturer that you have the ability to acquire relevant information and understand what you have been learning in class.
Paraphrasing can be done by using different words, you can use synonyms, changing the structure of the text but making sure the meaning is still the same (Nan, 2020) 

Paraphrasing is a skill that I need to improve on, although we have done some in class exercise regarding paraphrasing on Microsoft teams with my lecturer Anita Nan it is still a bit difficult for me. In order for me to improve this skill I will need to practise more paraphrasing of text at home and watch videos on YouTube on how to do it.  


SUMMARISING 

Summarising is to ‘give a brief statement of the main points of something (Lexico, 2020).  This skill is very important to have in an academic environment, it is vital in writing essays and reports. It helps individuals to It allows you to obtain the very significant facts from a manuscript and reword them in your own texts, in a condensed form (Cooper, 2008). Summarising can improve you reading skills and vocabulary. Being able to know how to summarise is vital for students, instead of writing out long passages from articles and books it is easy for them to just write down the main key ideas they need. 

There are many ways to summarise, you can use bullet points, picking out key words and visual methods to make things easier for you to understand. Summarising is as skill I believe that I need to improve on, I find that even though I use bullet points and highlight key words I sometimes still end up writing more than I should and about irrelevant material. Therefore, I can improve this skill by doing more reading and writing out passages, maybe get my lecturer to help me in class by giving me more exercises to do. 

CONCLUSION

The purpose of this report was to analyse the different academic and employability skills that I have acquired through studying and how they can be improved. I have discussed the skills that I am good at and the ones that I need improving on by doing the SWOT analysis. The skills discussed are ones that can continuously be developed through training, guidance and studying. 

In doing this report I realised how these skills are important in everyday life not just studying or in employment. Teamwork is an significant skill to have for any individual to succeed in whatever they do, working together shows that you have a good ability to understand each other, by listening and communicating. Thus, teamwork and communication go together, it is important to have good communication skill in order to work in a team. 

Time management is important as it enables an individual to know how to prioritise themselves, by being organised what needs to be done first. As a mother I have learnt that there are many methods that can help me in managing my time better with my family as well as studies.

The main academic skills that I have discussed in this report are paraphrasing and summarising, both very important skills for a student to have. These skills enable students to write their academic reports appropriately and show understanding in what they have learnt. 

To conclude, I have learnt so much from studying this course, the importance of having academic and employability skills and how they affect our lives. I have learnt that skills such as teamwork and communication have helped me build new relationships with my peers and how I can use them effectively in a place of work.   
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