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In the developing society, there is a common scenario that the competitor companies try to hire their employees’based on the employability skill with a good academic result. The job competition becomes harder among the same degree because employability skills are necessary as a result (Overtoom, 2017). Companies choose the more skilful person who can adapt quickly to the company environment and can fulfil many different roles. In this report, the reflection will be done on the employability skill learnt on the class exercises. Not only that, self-assessment on essential employability skill will be critically analyzed and how the lacking can be improved, will be also discussed. Besides, the discussion is based on the information what we learn at our classes and on my evaluation. 


[bookmark: _Toc28985261]Discussion
Employability skills are that skills which are transferable to make a person employable (Bloom and Kitagawa, 2016). These skills do not need only to get a job but also to run the enterprise properly. Moreover, these skills will help one’s giving successful strategic direction within the company. Now a question arises, why these skills are important, why companies emphasis more on skills than degrees. Communication skill is very important for an employee. It directs how a person should communicate with all the staffs, colleagues, superiors and customers and how to make a good relationship with the proper communication way (The Balance Careers, 2020). A self-assessment method (skill audit) is done below based on my employability skills.

	Skills 
	Description of skills
	Level of skill
Low or high
	Comments 

	CV writing 
	Curriculum Vita or CV is also known as a resume, means the summarize document of one’s professional history, education, skill and successes (Worth, 2017). It is a document where a person shows his previous roles, education and other necessary personal information. Contact information, academic history, professional experience, qualification and skills, personal information etc.should be included in a CV(Understanding Employability Skills, 2017). Providing a CV is the first step inthe job recruitment process. 
	1    2    3    4     5    
	 I do different types of voluntary work and I am good at my communication skill well. I like to talk to people and like to learn new things. However,I think my CV is not so enriched like a professional one. I have to improve it learning some more skills.

	Cover letter writing
	A cover letter is a letter that needs to send with CV to the person or organization who are offering for the job or post. It is a single-page letter and sends along with a CV. It is an essential part of every job applicant to make a cover letter containinga clear indication for the hiring person (Reddin, 2017).  The letter contains personal details of the applicant like name, occupation etc., hiring manager’s name, the source from where applicant found the recruitment news, the importance for which company should recruit him and a closing statement(Elliott, 2017).  
	1    2   3    4    5
	As I am an undergraduate student, so I have no job experience, even a part-time job too. I did not write any cover letter before. Therefore,I have no better experience on it. However, I found some template of cover photo in online and understand in which pattern it should write. Also,I will apply all the techniques learnt during the sessions whenever I apply for any job, after graduation. 

	Critical thinking skill
	It means having the ability to solve a big problem breaking down into small part and finding the core or root of that problem rationally. (Reddin, 2017). It increases the ability of the person to take the decision not only base on the idea, but also facts. It is said that “thinking about thinking” in the managerial term, this is called the third eye of a manager.
	1     2     3     4     5
	I am not so good at critical thinking. I lost my patience while I try to think about any problem so deeply. Besides, when I do not find the solution to any problem quickly, I become nervous. Therefore, I need to develop this skill. Besides, for this, I can hardly cope with my problem-solving skill.

	Public speaking skill
	Public speaking is a skill where a person engages with the audiences and communicate verbal phase (Understanding Employability Skills, 2017).   It is one kind of soft skill where a public speaker tries to engage the audience with an excellent and enthusiastic speech. Public speaking is an important communication skill. 
	1     2     3     4     5 
	I like to communicate with people very much. Besides, I maintain a very good relation with my friends, relative and other community. Besides, I can engage people through my work. Besides,I am quite good at my spoken. Still, I think I have some opportunity To improve it more, and I enjoy this communication phase.  

	Technical skill 
	The ability to do physical and digital tasks in the decision making process (Elliott, 2017). Generally, to be expert in computer science, mathematics and technology like a programming language, project management, software proficiency, and data analysis are known as technical skill. Besides, today, knowing these skills is important for a job-seeking person. 
	1     2     3     4     5 
	I' quite interested in technical sites, I know to operate different types of software in the computer and statistical techniques like those that SPSS, data analysis, graphic designing, Microsoft offices like word, excel and PowerPoint. I know the advance PowerPoint skill thus I can make my slides so eye-catchy. 








SWOT analysis of the employability skills
We know from the above discussion that which employability skills are needed for the company for their employee. Now I am going to make my SWOT analysis based on my learning and actual experiences regarding these skills: 
My Strengths: According to my self-assessment test, I found some strengths in employability skills.  I have good presentation skill and good at teamwork. I have an organizing skill also. For example, in summer vacation I organize a family tour and perfectly done my tasks. I like to learn new things, use my free times to lean different languages and skills. I also like to communicate with new people, because I think everyone in this world is different and they are unique in their way, and I can learn the positive things from them. Besides, I have a good relationship with my relatives, parents, friend and others. Therefore, my communication and interpersonal skills are quitewell I can say (Gambhir et al., 2017).  I am also good at self-management, as I try to cover my daily study regularly maintaining my daily routine. Besides, I have a good knowledge of technology. I like to be updated with information about new technological devices and software.  I’ve not only the basic skills of operating a computer but also have some specialized software skills like graphic designing, business decision modelling which I try to apply in my course (Motschnig and Ryback, 2019).
My Weaknesses: I am still a student and never do any part-time job even. Therefore,I have no employment experience. I cannot go to the root level of any problem; I lost my patience doing this. Thus,I have to go to others to solve my problems. Therefore, my problem-solving skill is not so good. Besides, I cannot take more pressure at the time of my study. This indicates the weakness of my controlling skill (Mayer, 2018).
My Opportunities: As I am still a student and have good communication and technological skill, I think I can start my part-time job. However, I can enhance my CV learn some more skills and including that on my CV. I think I have a good opportunity to get a job in China after completing my graduation. China is a country of the largest capital market in the world and many talented UK and USA professional works their (Hacker, 2017). I can get international experiences working there. Besides, as I have a habit of listing my daily task and perform it timely, so I think I have a good opportunity to get a job in the managerial and organizing sector. However, I need o to develop my problem solving and controlling skills and I hope I can develop it from my academic lessons and some mentoring and training.  
My Threats: if I go for searching job after my graduation, I have to face a huge competition because China has is the biggest market of human capital. The UK has also the pressure of skilful graduates. Like Chinese graduates, in the UK, UK graduates also face anxiety in job hunting (Battaglio, 2018). The number of jobless graduates is getting high every year. Therefore, the completion of skilful graduates is the main threats for me. 
Some recommendations to develop my employability skills. 
There is no boundary to learning. The world is changing day by day and being more developed. Therefore, there is no boundary to acquire skills. In above, I discussed my strengths and weakness in employability skill. Besides I try to find out what opportunity I have what I can face in future. As I have a lacking in problem-solving skill, I think I should join in a different type of case competitions. Different types of business competition will help me increase my analytical knowledge, and will increase my patience if I practice thatcontinuously (Kennedy, Latham and Jacinto, 2019). Maximum case competitions or business competitions are based on a real problem case that companies can face or faced.  Besides, how managerial team can solve it, they want to know. Therefore, it also indicates teamwork. This will also increase my teamwork skills (Salas, Bowers and Edens, 2016).  I know I am quite good at teamwork but no person is perfect. Attending these case competitions will increase my skills more. 
Besides,I will get a skill of time management by participating in this. Not only that, I have to participate in the activities organized by my university and community. To develop an interpersonal skill like controlling over my task, I should join in debating clubs I think. I am weak in taking workload and become confused doing multiple tasks at a time (Strycharczyk and Bosworth, 2018). When people debate, they have to ready multiple logics with lots of information, so a debater has to be very prepared thinking which information should present at what time and in logic.  If I join the debating clubs and practice there, I think it will develop my patience, and increase my thinking ability along with presentation skill (Graduate employability skills, 2019). It will increase my multiple thinking capability and will give me the courage to do multiple tasks within deadline by reducing my nervousness. Besides visiting different companies, I can get some idea of the internal environment of them. It will help me how co-workers, supervisors, managers behave with each other. Besides, doing online courses and others, I will increase my technological skills more. (Rahmat et al., 2017).

[bookmark: _Toc28985262]Conclusion
There is no doubt that the person who has a good degree having some excellent skill was far better than the one who has only a good degree.  In this competitive era, only having a good degree is not enough.Companies give priority to the person more who have a great degree along with skill because it indicates how updated a person is with these changing trends, and how he or she can adapt to future changing. Though I told before that there is no boundary of learning and acquiring skills, but the most important skill that is undoubtedly needed for an employee, I discussed above. The SWOT analysis of my skill gives me an awareness of myself, and by following the recommendations, I can improve me within my graduation completion. Also, hope, I will get a good job following these guidelines after my graduation. 
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7 Practice exercise: Word order

@ Change the word order of the following sentences { other changes
may be needed).

(a) At the same time, trades unions became increasingly mili
in defence of their members’ jobs.

Example: At the same time increasingly m itant trades unions
defended th members’ jobs.

(b) Today the industry owns some of the most famous brands in
the world.

(c) However, many car makers are currently threatened by
increased competition and saturated markets.

1.7 Summarising

2 Stages of summarising

g is a flexible tool. You can usc it to give a one-sentence
opsis of an article, or t0 provide much more detail, depending on your
writing needs. But in every casc the same basic steps need to be followed
in order to mect the criteria listed above.

tages of summary writing below and complete the gaps
h suitable words (one word per gap).

(a) Read the original text carefully and check any
vocabulary.

(b) __ :Wwbhﬁ%l‘%m key points by underlining or
highlighting.

(c) Make w\ﬁb&mml of the key points, paraphrasing where
possible.

(d) Write the _ C@%@wﬁb&:aﬂ: your notes, re-organising the
structure if needed.

(e) Check the summary to ensure itis _LC (o] Ovym and
nothing important has been changed or lost.

Ace

3 PracticC CXCILIDE. o o™
B Read the text ( 3.1) on the following page and the summaries ( a)-(c).
Rate them 1 (best) to 3. .

(a) Disruptive technology, according to two researchers from the

%, Harvard Business School, is a new invention which attracts

enough buyers to become established in the market, and then

to improve and grow. For example, the first digital cameras,
launched in the mid-1990s, took poor quality pictures and were
costly, but had some important benefits. Today they dominate
the market, and the older type of camera which uses film is
now a niche market.

(b) Bower and Christensen introduced the term ‘disruptive

Q. technology’ in 1995, to characterise a new technology which

sold well enough to enter the market, and could then be
developed further. The digital camera, for instance, was
originally expensive and had low picture quality. However, its
significant advantages of immediate results and producing
images which could be processed on a computer, quickly
allowed it to virtually replace traditional film cameras.

(c) Digital cameras are a good example of a disruptive technology,

{ aterm used by Bower and Christensen of Harvard Business
School in 1995 to describe a new technology that initially wins
enough market share to survive and develop. These cameras
at first produced inferior pictures, but had the advantages of
showing the photo instantly, and allowing the user to
download the image. In a few years they became dominan
the camera market, while tra ional film cameras were almost
redundant.
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2 Practice exercise: Paraphrasing
CHAPTER

-
\— m v m qm c = 1” m - : Q | w“u ﬁnuﬁnmd». below, and then decide which of the three paraphrases
a

Paraphrasing means changing the wording of a text so that itis E THE CAUSES OF THE INDUSTRIAL
significantly different from the original source, without mr»mm..:m : REVOLUTION
:un_dnpi:m.mm.nn%o@mavr—.umw—m.ﬁ»—ﬁ\ wwv,amﬂ—,_nmf:%nmn,‘

. 3 i R Allen (2009) argues that the best explanation for the Br ish
to avoid the risk of plagiarism, and to demonstrate your G ) ~ £ g A
| location of the industrial revolution is found by studying

::an%mm:,&:m of a source THis it .monmw e nnn_:wmcnm tor demand factors. By the early eighteenth century high wages
paraphrasing as part of the pote-making and summarising @nﬂnnmm. o " and cheap energy were both features of the British economy.
% Consequently, the mechanisation of industry through such
inventions as the steam engine and mechanical spinning was
profitable because employers were able to economise on

1 The elements of effective paraphrasing labour by spending on coal. At that time, no other country il
) " had this particular combination of expensive labour and
Paraphrasing and summarising are normally used together in essay writing, | abundant fuel
bur while summarising aims to reduce a source to an appropriate length, i A i
paraphrasing attempts to restate the relevant information. For example, the (a) A focus on demand may help explain the UK origin of the
following sentence: 9 2 industrial revolution. At that time workers’ pay was high, but
energy from coal was inexpensive. This encouraged the
There has been much debate about the reasons for the development of inventions such as steam power, which
industrial revolution happening in eighteenth-century Britain, enabled bosses to save money by mechanising production
rather than in France or Germany. (Allen, 2009).
b) The reason why Britain was the birthplace of the industrial
could be paraphrased: N revolution can be understood by analysing demand in the
) ) k 5 ) early 1700s, according to Allen (2009). He maintains that,
<,.\:< the industrial ﬂ<o_::o: occurred n .m_‘_n inthe uniquely, Britain had the ¢ cal combination of cheap energy
eighteenth century, instead of on the continent, has been the from coal and high labour costs. This encouraged the adoption
subject of considerable discussion. of steam power to mechanise production, thus saving on

wages and increasing profitability.

NJ \(.3 Allen (2009) claims that the clearest explanation for the UK

[ location of the industrial revolution is seen by examining
demand factors. By the eighteenth century cheap energy and
high wages were both aspects of the British economy. As a
result, the mechanisation of industry through inventions such
as the steam engine and mechanical spinning was profitable

. keeps some phrases from the original that are in common use because employers'were able to save money on employees by

e.g. ‘industrial revolution’ or ‘eighteenth century’ spending on coal. At that time, Britain was the only country
with significant deposits of coa

Note that an effective paraphrase usually:
« has a different structure to the original

« has mainly different vocabulary

. retains the same meaning
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.:. DISRUPTIVE TECHNOLOGY

This phrase was first used by Joseph Bower and Clayton Christensen, of the
Harvard Business School, in 1995. They employed it to describe a new technology
that appeals to a minority section of the market, but a large enough minority to
allow the technology to take root and develop. Companies that continue to use the
older technology run the risk of being left behind if they do not adopt the
innovation at the right moment. A clear example in the mid-1990s was the digital
camera. The first models had lower picture quality than film cameras and were
expensive. But thei portant advantages were the ability of the photographer to
see the results immediately, and being able to download the images to a computer
for storage, printing or emailing. Since then, digital cameras have completely
transformed the industry. The business of making film has almost vanished, and
the vast majority of cameras sold are now digital.

4 Practice Summarising — read the following text and underline key words

WEALTH AND FERTILITY

For most of the past century an inverse correlation between
human fertility and economic development has been found.
This means that as a country got richer, the average number of
children born to each woman got smaller. While in the poorest
countries women often have eight children, the rate fell as low
as 1.3 in some European countries such as Italy, which is
below the replacement rate. Such a low rate has two likely
negative consequences: the population will fall in the long
term, and a growing number of old people will have to be
supported by a shrinking number of young. But a recent study
by researchers from Pennsylvania University suggests that this
pattern may be changing. They related countries’ fertility rates
to their human development index (HDI), a figure with a
maximum value of 1.0, which assesses life expectancy,

come and education level. Over 20 countries now

average
have an HDI of more than 0.9, and in a majority of these the
fertility rate has started to increase, and in some is
approaching two children per woman. Although there are
exceptions such as Japan, it appears that ever higher levels of
wealth and education eventually translate into a desire for
Idren.

5 Practice exercise: Summarising

B Complete the notes of the key points below.

(a) Falling levels of fertility have generally been found

(b) In some, number of children born

(c) Two results: smaller populations and

(d) Recent research claims that

(e) Comparison of HDI (human development index:

) with fertility found that in most highly rated (+0.9)

countries,
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Trinity Saint David Academic and Employability Skills - BMSW4001
Tonoon Term 1

In-class exercise 1: Paraphrasing (Oct 2019)

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.

¢ )
o A nNEMALY
1) There will be agew changes around in the office, (announce) "JW Q'LKM
Theboss _ il _omate few ¢ 9 in the office.

2) He doesn't write tq me as frequently as | wanted ('/Y‘Mj
twish_¢le_wsding 18 ome whot F 1 ot omc//ﬁ@{y s

3) We were concerned about her health.

We had some o2&y abaia? heny Pealth l/
;* /)’)’\O"((C

4) You weren't careful, so you made so many m\stakgs (had) 0
I _ug e —ramvetod— werea? card 5 so many mistakes.

V3

5) The council cut funding so we could not provide free parking.
Because of 9(9; cud e e ‘/

mf}cw/( Lo m»%/mg

6) His proposal was a failure ag it was too theoretj al (relied) CioNT L 4
YUV ol Y =2
His proposal _uads 6 J&Ja ; W u—b il

7) It was Mary who stole mgney, /A
)
He accused _ [ dac2 d }n S}?(* IGGA INe__ By
8) He seems well-educated. However, he's not very bright‘)balthough) /
tle Je Prln(/b‘ Jean (S (B@ ot et @mﬂllgl hx

9) Universities place the burden of understanding plagiarism and attribution conventions on

students.
The responsibiliy for %.p}onm I7L wos 7(0 {% W f/)(e W“WJ'Q
de vordestaond whot s med g@d?

10) 33% of adolescents who have one baby, have a secon baby within two years of the first

babysb\rth (thlrd mc{(ﬂ/ (r/\m £W oc/g/gw /]owo /A)Wj/ %
[D/Dg bU(H’) ’///)(« d)TﬂF@?FQ"“” o Fuwe .56'0;:); Frsrn aﬂ Ao&q s
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LONDON
In-class exercise 2: Summarising (Oct 2019)

Ex.2.
Re-read the text ‘To be a great leader, you need to start by leading yourself’ on the previous page.
Summarise main ideas from the text in your own words. Write about 175 words.

MGQ?L o, the ﬁ@e@/@ ,.wom/ b, hecone

_ lordonafn en lmﬁt n/avao Ao)f
74’351 ‘l‘}‘r}'S Qe /)/9 /)7no§\+ ha ol
he_ gnoat /xxnﬁ? W o

oond des meed  Coepdicanee AN ©
AL q.ﬂed@» oo PORE. foeagpann(®,, COzo%n

S A0 ' 7 A' K
J% 7 o S o )T 7 ¥
: N ya! C)‘gl )5, ey
e m“"d““#e(im Fecoting a%jc ) 7 e

Q91 %}Y}'\;{' the. feoan Rl m.mrf

& xm»m AN 37/ ,
Qs 6. dydurn Qo neel 1%
o@d oaluBoon Asn geey ramMé,m faas_ ke

feoa™ - ’
Fisen mﬁ‘o/-l Saw rrmed e b ceape of dauy

he . 5 . or
anmq]\ﬂh *hmlO A‘ s tjﬂ like [0 -
o0, anaudent s 4 lsmaé lm.-f %.}ﬁmm Mpmam
20T NI S oo,
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o
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E
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In-class exercise 1: Paraphrasing (Oct 2019)

student Name: ([ AT < @ﬂﬁ{ PAU) Student ID: gg0¥ 3%?3 6 Z/

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with you Task 1 (part of the Assignment for this module).

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
years to limit abusive practices.
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