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Academic and Employability Skills
In this task I will explain the use of Academic and Employability Skills at my workplace. I will also include my own experience and knowledge from my working environment and support my point of view with the relevant researches and articles. I will define and explain in detail about Hard Skills, Soft Skills, how to make SWOT analyses, Personal/ Professional Development Plan (PPDP) and Time Management. I will support the information I have given with the relevant references, researches and my own conclusion.
What are Skills?
Skill is an ability to do something in a good way in order to be able to perform, manage and finish a task. In order to be successful, it is important to develop knowledge, different types of abilities and competence. For example, in order to be competent in a specific job it is very important to be an  expert in a specific area and even to have your own talents which can be born in as an in heritage or adopted through life experiences and professional studies. 
[bookmark: _Hlk39419752]An example for skills is communication skills. Communication skill can be considered as a life skill, to be able to communicate and present your thoughts effectively in a way to be understood by other people. Communication skills are both important for our world of work and in life. In-text: (In-text: (Sadia and Mohd, 2020)
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[bookmark: _GoBack] Communication is one of the key factors of positive development of your working environment. It is equally necessary at your workplace, education and everyday life experiences. Communication means sending and receiving information through verbal(speech)and non-verbal (body language, writing etc.) massages.
However, some key points for effective communication must be considered in order to be successful in the workplace. These skills can be also linked as interpersonal skills which include the ability to listen and speak effectively and to control and manage your emotions, to manage situations and your own feelings and behaviour.
· Planning and Structuring.
· Communicating in Person.
· Feedback.
· Meetings.
· Presentations.
· Communicating in Writing.
· Negotiation, Persuasion and Influence.
· Difficult Communication Situations.
Understanding Others Better. (In-text: (Communication Skills - Start Here: Discover Our Top 100 Business Communication Tools, 2020)

 As an example, for effective communication is communicating with my managers in my workplace which is very important for my work in a car company. I use my communication skills at my workplace to report to my manager about my finished tasks and to discuss a problem with a car if arises. As communication cycle depends of how effectively I communicate with others, if there is created negotiation process and it is essential to be understood by others and to receive a feedback for the presented information. 
Organisational skills
In the world of work in every workplace organisational skill are a key for successful professional development and leadership. Examples of organisational skills include organising and sorting out data, digital competency, multitasking, data processing, ability to follow directions, filing and record keeping, coordinating, setting goals. In order to manage my tasks at my workplace I am creating a plan from the previous day, I am setting how to do my everyday tasks in order, and I am keeping always records of what I have done.
I organise myself by checking how many cars we have in the system for preparing and cleaning  for the next day and I am making a list, putting them in order with the required time in which they have to be ready. In this way I also manage my time effectively and with all the requirements and responsibilities that I have for developing successfully my organisational and management skills.
Academic Skills.
Academic Skills are the ability to study, talk, listen, learn, ask and answer questions related to what you study. In order to learn effectively you need to plan and manage your studies, to be prepared and organised, to know how to collaborate with others for example classmates or people from your working environment. Academic skills are also transferable skills, that you will need not only for academic purposes but in the workplace and in life experiences.
[image: ] 
In-text: (Orientation (Assess your academic skills - UG), 2020)
Examples for academic skills are reading the relevant articles for preparing an essay and presenting your work in an academic writing way such as proofreading your work and supporting your researches with the relevant referencing according to Harvard Referencing System.
Employability Skills.
Employability Skills are the activity performed in everyday tasks at the workplace and are a key point for people searching for different jobs. They can be the effective communication between colleagues and managers, IT skills, management skills which are required from most of the employers. They can be strong communication skills (verbal, written, non-verbal) and team working skills, to be able to listen effectively and to analyse. These skills are also wanted from employers almost for every job. As an example of employability skills in my workplace I always work together with my team, especially the type of work in a car shop is intense with collaboration working between every employee in order to achieve efficiency and to finish every task. The ability to analyse information, draw conclusion in certain situations, to follow companies’ rules, to be honest and to have good memory, are some of the wide range of skills that employers want. Team working is a key point for every successful workplace.
Hard Skills-skills that you learn for a specific job and apply them in your workplace. They can be developed through learning, training and through job experience. They can be different for the different jobs.  For example, teaching skills, nursing skills, mechanical skills, languages etc.
As an example, for hard skill at my workplace is my knowledge about chemicals for cleaning and how to clean a car with them. Also, a hard skill can be the knowledge that I have developed of how to use the computer system created specifically for car management, lists and sales.
Soft Skills-the skills that you adopt from your personal experience in the workplace. They can be the ability to communicate with people, kind interaction with customers, intelligence, knowing and using different languages and innovation abilities. They are linked to the social attitude that everyone has developed in a specific way for his personality. It is about how to behave in society and how you can transfer your abilities to interact in the working environment. In-text: (Hard Skills vs. Soft Skills: What's the Difference? 2020)
SWOT Analysis
SWOT analyses are created by business gurus in 1960 in their book “Business Policy, Text and Cases”. In-text: (Contributor, 2020)
 SWOT analysis can be explained in personal and professional plan. Personal SWOT analyses mean strengths, weaknesses, opportunities and treats in personal and professional 
aspects. In personal aspect SWOT analyses are essential to examine yourself in order to plan your career and to find a new opportunity or to switch to a different career. To get the most out of your SWOT analyses in order to become more successful in your career you have, to do researches of all your surrounded people such as colleagues, teachers and different people from your chosen organisation or your existing job.
SWOT analyses are usually made by creating a square with the four categories, but it is also right to just listing them beginning with your strengths and continuing to identify the factors of all the categories. It is essential to concentrate of the most accurate factors relevant to you and to each of the four categories. 
	Strengths and weaknesses are internal aspects and you can make changes on them and you can have control of them. Opportunities and treats are external factors on which you do not have much control.
Strengths
 Asking yourself what are your strengths, what do you do well, what are your skills and your natural talents, your background, traditions and your habits, education and specifications, what are your advantages and competitive potentials, what sets you apart and higher from other competitors and other positive aspects of your personality and professional abilities.
Weaknesses
Then is time for considering your weaknesses which are negative factors. SWOT analyses are more effective when you are honest with yourself about your weaknesses. To be aware of your weaknesses is often a good strategy in order to improve them in the future and to develop more of your strengths in personal and professional aspects. You can consider your own weaknesses such as lack of knowledge, lack of education or work experience and training, poor communication skills, not managing your time effectively. For an estate agent with poor communication skills for example you will face a lot of challenges in communicating and negotiating with customers. Or a cleaner with lack of time management skills will be in difficulties to find the right address for cleaning on time. In this way of thinking SWOT analyses are very important part of considering and acknowledging of your own abilities, preferences and what you really want to do. Asking people of their opinion and the way that they see you is very important. The more information you gather from different sources the more successful your SWOT analyses will be.
Opportunities.
 You can do researches for market leaders for example, market trends, social and governmental patterns, background origins, traditions and new trends, preferences of customers, improving your personal development, knowledge in different areas and organisations etc.
Treats. It is important to be aware of treats such as marketing and sales changes and standards specifications of your product, or government rules and inflation, economic crisis, technology changes and not adapting on time to them.
SWOT analyses are helpful to develop your positive skills and what you can do in a good way, to make you aware of what you are lacking ,to minimize risks and to develop your potential of success in what are you doing.
In a professional aspect for example for small businesses such as a hair salon SWOT analyses are helpful for identifying key strengths such as high qualified staff, high street location, customers satisfaction.
Their weaknesses can be lack of qualified and proper trained stylists, not keeping always receipts and records, wrong location far from high traffics etc. Identifying strengths and weaknesses is a key point for improving and performing success of a business. In-text: (SWOT Analysis for Hair Salons, 2020)
In my personal aspect I use SWOT analyses to improve my employability skills in relation with improving my communication skills in the workplace such as speaking with my managers and giving better reports, negotiating with customers and developing better communication skills for problem solving issues. SWOT analyses are helping me also to identify all areas of my skills to learn more about myself, what are my weaknesses and how to change my life for a better carrier and to improve my abilities. In aspect of my education SWOT analyses are helping me to develop my skills such as communicating and presenting information, note taking, doing better researches and how to manage my time effectively. For example, I am doing time template of what I need to do and what time have to be done. In such an order I am developing my skills of how to manage my time effectively and prioritising the most important and urgent tasks. In-text: (SWOT Analysis: – How to Develop a Strategy for Success, 2020)

 Personal/Professional Development Plan (PPDP)
Personal/Professional Development Plan is a written plan of self-reflection and consideration of your abilities and goals in relation to academic, professional and personal aspect. It is also helpful in recognising your own ambitions, strengths, weaknesses and to develop knowledge how to improve yourself in a better way and how to achieve your goals in a SMART(Specific, Measurable, Achievable, Realistic, Time- managed) way.
PPDP is helping me in making my own plan for progress, identifying my strengths and weaknesses, and improving my skills such as my communication skills and my academic skills. For example, I am using researches in order to gain knowledge for my studies and my assignment, I gained knowledge how to paraphrase and summarise a text and how to extract the most important information in order to write a report .This will help me in my current workplace to make a better plan of my work and to create more accurate reports of my daily and weekly work.
In my current job I am working for a car company, washing and preparing new cars for sales. Linking what I study at my school to my workplace, I feel more confident from before to start my education. At the beginning of my course I felt unsure of my goals and ambitions but as I continued my studies with the time I gained more confidence and motivation, I developed and I am still developing my learning skills and employability skills. Learning how to plan my studies, my work and how to communicate with my colleagues helps me to develop more ambition in starting my own business in hair and beauty and to open my own beauty salon. That is why developing my interpersonal skills such as communication skills and interaction with other people (customers, colleagues, classmates) is very important for my success in improving myself professionally. PPDP is helping me to identify my natural talent in relation of the beauty sector and to develop it in the future, to realise what exactly I want to do, to gain more knowledge, qualifications by doing training and courses in relation to that. 

Conclusion  
As a conclusion I have defined and explained that skills such as academic skills, employability skills, hard skills, soft skills, SWOT analyses and PPDP are all part of developing your self-confidence and helping you to manage your time effectively.
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Academic skills, a general list:

* Critical thinking

* Reading

* Library skills - locating material (research)

+ Writing

+ Referencing (avoid plagiarism and show off research )
* ITskills

* Note-taking

« Listening & Speaking

+ Developing expression in formal, academic English





