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1.- Introduction 
 

This report belongs to first term of “Academic and Employability Skills” at University 

of Wales Trinity Saint David.   

This document will introduce the different skills needed across jobs; it will explain how 

we can classify them to have a global vision of the situation. 

Once general skills have been explained, it will reflect and analyse my owns academics 

and employability skills. 

According to the assessment, it will seek to identify (performing a SWOT analysis and 

a Basic Personal Development Plan) how can I improve myself to reach my goals. 

This assignment will have a section about “Plagiarism” and the ways to avoid it through 

referencing, paraphrasing and summarising. 

At the end, it will be a reflection about this module and how is relating with my aims.  

 

2.- Introduction of skill 
 

Skills are defined as someone's ability to easily and correctly perform a given task or 

activity (Raffino, 2020). Usually, skills are understood as innates abilities, natural talents, but 

they can be learned or perfected through practice them. 

 

2.1.- Classification of skills 
 

Having a global vision, this report can classify skills in two big groups: cognitive and 

adaptive skills. 

Attending to Maria Estela Raffino (Raffino, 2020), cognitive skills are focus on 

processing information. These skills are based on attention, perception, memory, problem 

solving, understanding... 

Adaptative skills are those skills that people need to develop themselves in their usual 

environment (Luckasson, et al., 1992). Mains adaptative skills are: 

 

COMMUNICATION SELF-DIRECTION 

SELF-CARE HEALTH AND SAFETY 

HOME ABILITIES ACADEMIC SKILLS 

SOCIAL ABILITIES LEISURE AND FREE TIME 

USE OF COMMUNITY EMPLOYABILITY SKILLS 
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Attending to another point of view, skills can be classified in two groups: hard skills 

and soft skills (Barceló, 2018). 

 

• Soft skills: are that ones related to personality traits, social skills, 

communication, language and personal habits that allow people to integrate into 

a work environment. These skills are common to any kind of job. Some soft 

skills are motivation, teamwork, leadership, active listening or proactivity. 

Soft skills are connected to cognitive skills. 

 

• Hard skills: are that abilities and knowledges specifically acquire through 

academic training and professional experience. These skills are focus to develop 

any task needed to do any specific work. For example, a hard skill would be: 

how to use a determinate informatic software for accounting. 

Hard skills are related with adaptative skills.  

 

Soft skills are harder to develop and change than hard skills. Employees in jobs 

selection process, in case of similar levels of hard skills, are being selected focusing on soft 

skills (Barceló, 2018). 

Once this report has introduced in a global and generic way how skills are classified, it 

is going to pass to detail my own academic and employability skills. 

 

3.- Academic skills 
 

These skills are responsible for supporting the efficiency in learning and the 

development of activities in the academic field. According to this definition, the main skills 

included in this group are:  

 

3.1.- Analysing my own Academic skills 
 

Attending to skills mentioned above, I am going to develop a SWOT planning to clarify 

my current academic situation and identify the skills I need to improve in my foundation year. 

• Effective oral communication 

• Team working 

• Academic integrity 

• Plagiarism 

• Time management • Academic writing    

• Problem solving • Maths and statistics 

• Critical thinking • Note making 

• Referencing • Revision and exams 

• Digital skills • Search for information 
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First at all, this report needs to define what is a SWOT. According to Wikipedia, this 

matrix is a strategic planning technique that is going to help people or organizations to discover 

their strengths, weaknesses, opportunities, and threats. 

INTERNAL FACTORS EXTERNAL FACTORS 
STRENGTHS THREATS 

- TEAM WORKING 

- TIME MANAGEMENT 

- PROBLEM SOLVING 

- CRITICAL THINKING  

- DIGITAL SKILLS 

- NOTES TAKING 

 

- COVID-19 

- ONLINE LESSONS 

- PLAGIARISM 

- UNCERTAIN CURRENT SITUATION 

WEEKNESSES OPPORTUNITIES 

- EFFECTIVE COMMUNICATION 

- ACADEMIC WRITTING 

- SEARCH OF INFORMATION 

- REFERENCING AND SUMMARISING 

- ATTENDING TO CHE: SKILLS FOR 

THE WORKPLACE 

- INTERNET 

- ONLINE BOOKS 

- ONLINE LIBRARY 

 

 

Once the matrix is done, I am going to analyse carefully the mains elements that appears 

in it because in two thousand words I do not have space to analyse all of them.  

As we can see into the appendix some in-class exercises helped me to identify my skills. 

In terms of strengths, the first element appeared in the SWOT is Team Working. 

Attending to “Significados.com” (Significados.com, 2018), this skill is defined as the capacity 

to do a task between several people. Everyone is getting a part of the task to complete the work. 

The whole group has the same aim and all the knowledge is shared by the components of the 

group to reach a common result. 

In my case, I think is one of my skills. I am a tolerant person and I do not try to impose 

my criteria. I am used to listen actively people, learning from different points of view to get 

better results.  

For example, in the module of Digital Skills, we are improving this skill through a 

common work. In groups of five people we are developing how technologies affect a particular 

business. I am feeling so comfortable with this kind of work.  

Writing about Time Management and according to Cambridge dictionary, this skill is 

“the practice of using the time that you have available in a useful and effective way, especially 

in your work”. 

In my self-analysis I consider this is one of my strengths. I am able to organize my 

“Academic study time” is a smart way. I use to prioritize activities that requires more time, 

difficulty and concentration. Thus, I plan ahead a final date that things must to be done, keeping 

in mind every possible outcome.  
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Giving an example, in this term I have to upload three assignments before fifth of May. 

Two of them are already finish in early of April, that is because I planned properly my time.  

I think this skill is really necessary because all things need to be done before any specific 

date or time. Humans need to organize themselves to manage their time and meeting their goals. 

Passing to my weaknesses, one of them is effective communication. It is defined as the 

process of transmitting information from a sender to a receiver in a way in which, receiver is 

able to understand the meaning of the message and it also able to send a feedback to the sender. 

Communication is an essential tool in life, not just in an academic environment. 

Through communication people can express their ideas, concerns, worries, emotions and 

purposes.  

To be effective, the person who transmit information need to make sure that person who 

is receiving the message is taking the right meaning. This process requires communication 

skills such as active listening and assertiveness (Griffiths & Dunham, 2015). 

I need to improve this skill. Sometimes I struggle to make people understand my 

message because English is not my native language. In communication, our culture and 

backgrounds are influencing factors that make it hard. To improve this component, I have to 

study a lot of English. 

On the other hand, communication is not just about language. People can communicate 

through non-verbal communication. After being reading about this matter I have realized that 

there a lot of components such as, body movements, gestures, posture, physical appearance, 

paralanguage, facial behaviour …, that affect this kind of process (Quintanilla & Wahl, 2017). 

Attending the information above and linking to me, I have to develop these skills to 

make sure I am sending the information that I want to send in a proper way. 

In order to analyse external factors that are going to influence my foundation year, I am 

going to face several threats such as:  

• Covid-19 and online lessons: current global pandemic situation have changed 

the way in which I am cursing my studies, thus I will need to focus my learning 

through my digital skills. 

In terms of opportunities, I can do this new approach to my studies using tools as 

internet, online libraries, mails….  

 

4.- Academic Plagiarism 
 

I have to keep in mind that one of the most important threats I will be facing in my 

current academic year is Plagiarism. I can define it as the result of copy other people's work 

and try to pass it off as my own. 

To avoid it I have to use different tools that have been explained in class, I am talking 

about: summarising, citation and referencing. 
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4.1.- Summarising, citation and references 
 

 In this section I am going to define these elements: 

• Summarising: to avoid plagiarism I can take ideas from others authors and write 

it down in my own words. 

• Citation: is another way to take ideas from other people. In this case, if it is 

really necessary, I can write literally their words and show respect to them 

through this tool. 

Once I have chosen the way to use others ideas, I have to recognise author´s work using 

references. I have to introduce in my academic report details linking my information to the 

author. In this assignment I have used references in Harvard style. 

 

5.- Employability Skills 
 

 “Employability skills are those basic skills necessary for getting, keeping and doing 

well on a job” (Robinson & Garton, 2007). 

 In this section I am going to write about some hard skills (non-transferable skills), I 

need to reach my goal after ending my studies: I would like to be ready to apply for a position 

as a Legal Administrator. 

To know those skills I need to develop the job, I have done a search for information on 

professional websites. These websites are “reed.co.uk” and “indeed.es”. I also had a look onto 

government “find a job” service. 

Once I have discovered the skills that employers are looking for, I am going to work 

out on my own personal development plan. In this assignment (I just have 2000 words to write), 

I am just going to enumerate common skills and how I think I can reach them. 

 

HARD OR SPECIFIC SKILLS HOW CAN I REACH THEM? 

Presentation skills - Module as “Effective team working and 

communication” 

- Own research about Presentation Methods 

Microsoft Office - Writing assignments and PowerPoints 

 

Legal administration Knowledge - I will need to course modules during my       

academic years relating to this. 

Time Management - I have to prioritise workload and planning 

work to deadlines 

High levels of accuracy - I have to get used to focus on details in 

every work I am doing 

Administrative task - Being organized and improving my digital 

skills 
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Those skills are the mains skills that I have to improve during the next few years basing 

in my research through recruitment services. 

 

6.- Conclusion 
 

In this section I am going to reflect on my academic progress. During this term we did 

some in-class exercises that helped me to identify the skills I will need to learn and improve. 

All these exercises are contained in the appendix. 

Before starting this academic year, I did not know anything about skills. This module 

taught me the importance of being aware about my strengths and weaknesses, doing efforts 

properly to reach my goals. 

Actually, I am able to classify the different abilities basing on their radius of action. 

Having a global vision of the situation, I can work out specifically in the grounds I need to 

improve to become a Legal Administrator. 

In this module I learnt many tools that are going to help me to focusing on my aim. I 

am talking about SWOT, time management tools and personal Development Plans. These tools 

made me think carefully and organize my plan to be ready for the job I am looking for (in 

academic an employability terms). 

I am sure is going to be a hard way, but once the elements I will need are identified, it 

is going to be easier get the right direction. I think this module is the solid foundation from 

which I can build my career.  

 This module taught me the basics elements that are going to be used during my 

academic and worker life.   
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