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1. [bookmark: _Toc28638003]Summary
Skills are your tools that help you achieve your goals and have success in your life. This report will explain how important Employability and Academic Skills in our life, especially in our professional careers and at University. I will do a meticulous self-analysis through the SWOT analysis and Personal Development Plan. Also, it will consider every factor needed to support the academic life.  

[bookmark: _Toc28638004]Skills
Skills are the abilities that you possess, that help you achieve your personal objectives in your career and provide you with motivation for your professional progression. You can improve your skills every day and develop new ones. Skills will constantly help you achieve success but if you do not have many skills that does not mean you are a failure. If you only have a few skills, then you must improve them and make them unique in comparison to other candidates. The growth of assertive skills that do not affect your personality are important for self-development and will help to develop an understanding of ourselves. This will allow us to communicate our beliefs and skills to others according to Skills you need. (Skills you need, helping you develop life skills, 2016)
[bookmark: _Toc28638005]Employability Skills
Employment sectors always are looking for employability skills, there is not a specific skillset to follow but for each job, there are specific requirements. For example, if you want to work in a translation-orientated role you need to know more than one language. A candidate may have a bachelor’s degree however they may not have the necessary skills for employment. They may have basic communication and soft skills however they require proper training and experience to develop their employability prospects. (Dr Philip and Paul, 2013)

[bookmark: _Toc28638006]Hard Skills           
Hard skills are part of a specific requirement for a job, a candidate must learn important skills to obtain a job and meet the targets for that job. In employment, there are jobs where companies require candidates to have specific qualifications or certificates.
Obtaining these qualities or certifications is necessary such as a degree, masters, apprenticeships, job experiences, voluntary or special courses, and online programs. Candidates, that have the necessary qualifications combined with necessary discipline can access that specific job. (The hard skills employers seek, not date)
This variety of hard skills can be classificatory, depending on the type of job are you getting, by a process that is called an interview. The selection of candidates for the interview stage is systematic and the recruiters must determine which candidate has the necessary skills to succeed in the workplace. 

[bookmark: _Toc28638007]Soft Skills 
“Soft skills, people skills, intangibles”. (Myriam et al, 2016), these words often used in the employee's world. The concept refers to a candidate’s education and training, are present in one’s character, personality and personal goals. These are important and critical in any job. Another aspect of major importance is the efficiency of an employee, how to present one-self and the ability to communicate in academic and professional settings. This has become increasingly important in the 21st century as the labour market has become more competitive. (Myriam et al, 2016)

[bookmark: _Toc28638008]Communication Skills
Communication skills are the key to a successful career followed by leadership, team-working, and organizational skills. One of the key parts of communication skills are verbal communication skills, this combined with interpersonal skills are important in every working environment.
There are two different types of communication, verbal and non-verbal communication. One thing I greatly appreciate in University in the UK is how much time is spent teaching students the importance of these types of communication. 
Transparency in communication is important, how you write, read, speak and listen has to be clear and satisfactory. In regards to listening, individuals can make mistakes in many circumstances and to avoid making mistakes, workers have to listen carefully and fully understand the message. A specialist describes it such as the physical ability to distinguish the sound and listening is the capacity to use the skills to decode the message sent.  
For effective listening, you must focus on interpersonal relationships with your colleagues, supervisor, and director along with having the ability to analyse your communications with them. There are many strategies for developing listening skills, the most successful approach is KEYS Model. (Abi et al, 2017)

Know yourself
Evaluate the professional context
Your communication interaction with others
Step back and reflect

I think that this model is highly effective because you can learn through your mistakes and improve your performance. This will result in your interactions becoming more professional. 









[bookmark: _Toc28638009]Working with a team and the Ability to understand and give instructions 
An individual must be able to work with a team. It can be hard although it’s essential to use communication skills effectively to be successful. For example, a team may be required to do a presentation and every member must collaborate and share knowledge. 
We need to understand that teamwork is important and individual members have different skills which can allow teams to function successfully and help them each complete different tasks. Leadership is important in teamwork and there needs to be a person with effective leadership skills so that they can delegate and give precise instructions so that the project is completed successfully. (Personal Skills for Body and Mind, no date)  

[bookmark: _Toc28638010]Time Management
The ability to prioritise is essential for effective time-management. It is essential to be disciplined in Time Management and you must focus on the most important goals first so that you are more productive. This combined with punctuality and the ability to complete tasks quickly demonstrates that a worker has good time-management skills. 
There are many tools that help you manage your time such as the Eisenhower Matrix method. This consists of the actions that have to be completed in a day and they are categorised based on the importance of the tasks. It is essential to avoid delays because the consequences of delays can cause many complications for employees. It will help you make the right decision if you complete tasks according to the importance of each individual task. (Andrey et al, 2015).


	
	URGENT
	NOT URGENT

	IMPORTANT
	Activities must conclude
Deadline-driven projects
	High impact 
Relationship building
Recognizing new opportunities

	NOT 
IMPORTANT
	Interruptions
These activities you can do later
Popular activities
	Time wasters


Source: Eisenhower Matrix Metho 
By using Mind Tools, I did a self-analysis about my Employability Skills and I discovered that I have strong communication skills. This would help me manage a team effectively however I learnt that I must identify my weaknesses and find the best way to improve them, which would make me more successful.


[bookmark: _Toc28638011]S.W.O.T and PDP Analysis
[bookmark: _Toc28638012]Introduction
Strengths, Weaknesses, Opportunities and Threats are the four parts of a S.W.O.T analysis and this done so that you can analyse yourself and your skillset. It is important to be precise and specify your most important strengths and weaknesses. The strengths and weaknesses identified are present in internal factors, opportunities and threats are an external factor. For this reason, a SWOT analysis is an Internal/External analysis. (MindTools.com, 2018)  
When the analysis has been finished then you can create an effective strategy, pursue new opportunities and make the right decisions so that your business and project are successful.
[bookmark: _Toc28638013]How use SWOT Analysis?
I used the SWOT analysis by MindTools, the process involved me asking questions about myself and it will help me focus on what I want to achieve and help me be successful in my career. With a few questions, for example, What I am doing well, what I could improve about my weaknesses? See what kind of opportunities there are? how could I use my strengths for that and your competitors, what are planning? These questions have provided the basis of my SWOT analysis. (MindTools.com 2018)
	Internal Factors


	External Factors


Strengths 
Experience in customer service 
Multitasking
Motivate 
Adaptive Skills 



Weaknesses
The English language
Improve the Leadership Skills 



Threats
People with a better English than me and more job and academic experience than me.
Opportunities
Access to Hard Skills 
Build your Network 
Utilizing my multicultural experiences in different way.

Source: By Autor
Through this analysis I could deduce that I must improve my weakness, I will start to sign in English Academy and focus to learn leadership, by demonstrate interest in my class as s class representative for next term; then I will create more opportunities in my academic life in addition about the threats, might my competitors recommend me how I can achieve my goals.
[bookmark: _Toc28638014]Personal Development Plan (PDP)
	My goals long-term
	Which is the first step to achieve it
	What kind of components will help to do it?
	Where can I find this source?
	What obstacles will present in my plans
	Deadline

	Goal 1
Choose what kind of career I want to study into University degree
	Done the Level 4, CHE.
Attending Open days in the University.
Find the best University according my degree and my job.

	To do more research about which degree I want to do.
Improve my hard and soft skills and discover new ones to find a career.
	Student Support available in my University.
Library.
Speak with professional people success in them career.


	Friends and love relations ship.

	May 2020


Is related to SWOT Analysis but DPD is focal in the future in career and life plans, you will build a personal map through your education needs and ambitions. I made this table following my goals and according to PDP. (Abi, 2018)


[bookmark: _Toc28638015]Conclusion 
By using this method, I learned what my priorities and opportunities are. Additionally, I am aware of my weaknesses and the steps that I need to take to improve upon these weaknesses. I will incorporate this into my routine and this will help me be a success in my career and life. 
[bookmark: _Toc28638016]Academic Skills 
SWOT Analysis and DPD, these tools will help me to fulfil my academic objectives but, in the meantime, there are Academic Skills that I need to develop. This is fundamental if I want to obtain a Certificate for Higher Education and I will need to complete my assignments and presentations to a high standard. (Andrea et al, 2017)
[bookmark: _Toc28638017]Note Taking and Research 
There are many methods in which you can take notes, firstly could you take it by pen or computer, secondly focus on the key ideas and concepts. Find your strategy to memorize it, such as creating a list of abbreviations or symbols to learn more efficiently. When I started University in London, I improved my academic skills significantly and my academic writing increased up 70% by taking notes.

Researching can be obtained in different places: online or offline sources like journals or books, moreover there are visual sources like videos. There is just one important factor when researching, which is to evaluate the source and ensure it is credibility.


[bookmark: _Toc28638018]Essay, Reports, and importance to use the formal language
The individual must know an appropriate form of writing and distinguish the difference between Essays and Report. Difference between Essays, Reports and Journals (Study & Learning Centre RMIT University, 2006)  

	Essays
	Report

	Is not present any headings and sub
	Each section is followed by headings

	Could be a little subjective and some impersonal academic traits
	Fundamental hold objective

	The relation between the sections must to be fluid to be success
	Excellent research, high skills and analysis of pertinent arguments

	May use the table and illustration
	Not include anything

	Could be include recommendations
	Is not possible include recommendations


                                           Source: By Autor 
[bookmark: _Toc28638019]Paraphrasing and Summarising 
Paraphrasing is the solution to the bad communication, because it can help memorize what was discussed and this requires a good listener. (Matthew et al, 2009, p.17)
Both cases have a factor in common and this is focused on the concept. By working during the classes, using paraphrasing, you must use the synonyms, build the sentences changing the order and class of the words. In summarising you must understand the concept and write objectively, which should be about one quarter to one-third of the total length of the article that is being summarized. 
[bookmark: _Toc28638020]Referencing and the avoidance of Plagiarism
Referencing is done within the essay and the list of references is found after the conclusion, this demonstrates your sources and supports the credibility of your academic work. This will ensure that you avoid plagiarism and without referencing then there is a chance of copying another academic work. (Ellie at Alison, 2018)
[bookmark: _Toc28638021]Conclusion 

To conclude the report demonstrates what is needed to achieve key objectives in my academic career. Furthermore, it contains an accurate self-analysis about my Employability and Academic skills, this allowed me to investigate which potential skills I need to learn and the weaknesses that I need to improve.
Life is the continued development of skills; these skills are vital in your personal life and career. It is necessary to have perseverance, knowledge of one’s abilities and skills. Employees must improve and learn new ones because the enterprises of the 21st century are constantly changing. Having knowledge, experience and employability skills is the perfect combination to become a success.
[bookmark: _Toc28638022]Recommendation 
The workshop during the class helped me to develop my academic skills and to be clear every process for the analysis. 
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Salaries rise in line with fees

Students are borrowing more money to finance college education compared
with 10 years ago but, when they graduate, their loan payments are taking up
a smaller percentage of their salaries.

One-half of all graduates borrow some money, according to figures from the
US Department of Education, up from 34 per cent in 1977. The average debt
for recent graduates is $4,800, up from $2,000 in 1977.

The government has been deliberately shifting the emphasis from grants to
loans, and more students have been forced to take out loans because of
rising fees.

‘College students are borrowing more than they did 10 years ago to pay for
rising college tuition,” said Acting Secretary of Education Ted Sanders. ‘But
when you take earnings into account, debt should not be a hardship for most
graduates.’
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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 around in the office. (announce)
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2) He doesn't write to me as frequently as | wanted
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4) You weren't careful, so you made so many mistakes. (had) =
If {heae will noF somany mistakes

yene m gus @ Hngs
0, w6 peen mowe m‘\\;ﬂ,% et hesDmade:

5) The council cut funding so we could not provide free parking
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1. 1 am open minded and am willing to change
my viewpoint based on the valid opinion of
others

2. 1 prepare for all communications and think
things through before I speak

3.1 always tailor my message to suit the
person(s) I am talking to

4. 1find it easy to listen to what other people
have to say without interrupting

5. 1 am good at making eye contact with
people when I am talking to them

6. 1 am not intimidated by situations where 1
must communicate with difficult employees

7. 1 am confident when I talk to people and
speak clearly without mumbling

8.1am good at getting my point across in a
clear, concise manner without waffling

9. 1find it easy to concentrate on what others.
are saying and don't lose my focus

10. I don't start planning my response whilst
the other person is talking

11. 1 don't think that my opinion is the most
important in the room

12. 1 only speak up if I have something
valuable to contribute to the conversation and
1 avoid talking just for the sake of it

13. 1 make a conscious effort to match my
body language to the message

I want to convey

14. 1 am good at reading the body

language of others

15. 1 can keep my cool when talking to other
people even if I feel angry about what they say
16. When other people in the group are quiet,
1 encourage them to contribute

17. 1 don't shout and point at people when we
have a heated conversation

18. When group discussions get heated, I am
good at keeping everyone calm and

on the point

19. 1 feel comfortable

holding meetings.

20. 1 am good at summarising the key points
tions which 1 ha people
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Paraphrasing Exercises

adapted from hitp://web.jjay.cuny.edu/~esl/paraphrasing1. htm
Which sentences are closest in meaning to the

five sentences below?
1

Within two years of the first baby's birth
s who are adolescents,

© (Aguarter of adolescand mothers gives birth when their first born is two,
d. §f§

'of adolescent mothers by

4 15 has another baby before the first baby reaches his second
day

ecome pregnant again when their first babies are two years ofd.
2. Ithas been reported that the richest one percent of Americans own 40%

f the country's wealth,
5 e richest 1% are 40 times as wealthy as the rest of Arneycommens
7( If the gap between rich and poor

continues to grow at the current rate, the richest one percent will
00N oWn 40% of the country's wealth.
<./ 40% of the country's wealth j:

s in the hands of only 1% of Americans.
99% of Americans own 40%

as much as the richest 1%,
3. The judge was relieved when the jury was finally ready to announce its verdict.
=, When the jury announced its verdict, the judge was relieved.
§> The judge asked the jury
C

to arrive at a verdict.
- ) The judge welcomed the Prospect of an imminent verdict. some i 9
- The jury welcomed the judge's relief.

Research data suggest that girls who witnessed maternal abuse may xo!e@m as adults more than
girls who did not. =S
a.

b:

Women who witnessed the abus

Women who observed the abuse of their mothers when they wera young are more likely toendure )
abuse themselves.

e of their mother as teens are more likely to become abusive aduits.

€. Women who were abused as children are more likely to abuse their own children.

a d. Girls who testify about maternal abuse tolerate abuse as adults more readily.

Martha thinks that the issue of adolescent problems is important to write about. hetls. » exeoeted
Martha thinks that adolescents like to write about their problems.
@Manhz feels that writing about adolescent problems is worthwhile.
¢, Martha believes that the dream of most adoles

cents is to write something important.
R Martha thinks that adolescents can write abou

it their problems.
€7 Write your own paraphrase for the following sentences: (D 0

1. Alocal newspaper claims that 75% of all homeless

people do not like homeless shelters and prefer to live
as they do now.

¥ t hos keen cepoiled Fhat ool Seltols ore wat fik Lo tomelin peaple
3 X Ronny told his aunt that a bear had F;)ackea him, which she found difficult to believe,

[‘Gmma_'g oudit 1§ Srodah e when Komé gpeocks olbour e bean oftdiked) b,

3. Anyone who has ever driven through the Mojave Desert knows that one should always carry a supply of
extra water.

wf\q“&\w

7, 90 million acres were taken away

the woman nominated




