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INTRODUCTION

The aim of writing this report is to explain how I have developed my employability and academic skills for term one. In this report I want to explain the types of skills I have acquired during my first term of studying this module. These include employability skills and academic skills.
Employability skills which are transferable skills is important in the job market because these are the set of skills that employers need. They are the skills that we need for every job.

Soft skills are the transferable skills like communication, teamworking, time management, problem solving, leadership, self-confidence and flexibility, adaptability and others. Hard skills or technical skills, My Personal Development Plan (PDP), my own skills analysis as well as Strengths, Weaknesses, Opportunities and Threats (SWOT) Analysis diagram are included in this report.

Academic skills on the other hand are the skills I need to develop to help me with my studies. Academic skills include research, summarising, referencing, writing essays, paraphrasing, communicating and academic presentation are included in this report. In-class exercises are provided in the appendix. As a student, knowing the different types of skills and how to develop them are of great value.

2.0 DEFINITION OF SKILL?

“A skill is the specific type of knowledge, talents and experience needed to perform a task” (Doyle, 2019).
Therefore, skills are our natural traits and acquired capabilities needed to carry out an assigned task perfectly. It is important to develop all the skills in order to meet all the standards in the employment market (Doyle, 2019).

2.1 Employability Skills:
Employability skills can be defined as “the capability for gaining and maintaining employment” (Duszyński, 2019).
Employability skills also known as transferable skills are the potentials, we possess that help us to meet the criteria of most employees and prepares us to be more competent in the working environment. Employability skills helps to apply the technical skills to many jobs (Duszyński, 2019). Some of these transferable skills are communication, teamwork, problem solving and time management. For example, my previous job as a cleaner helped me to develop my communication skills and is the same communication skills I am using now as a support worker. Thus speaking, listening and interacting with people.

2.2 Soft Skills:
A soft skill is a personal attribute that helps situational awareness and enhances an individual’s ability to get a job done (Parsons.,2008). Soft skills are the interpersonal skills which makes an employer unique. Soft skills are not easily defined or evaluated but it is highly considered in the job market because it is the skill that keep the job. Soft skills comprise of our comportment, mannerisms, politeness or ethics that enable us to relate well with others. Typical examples of soft skills are, communication, working with team, time management, problem solving, leadership, self-confidence and flexibility. It is soft skill which makes an employer unique in the job market .(Evenson,1999).

2.2.1 Communication:
Communication is defined “as an exchange of facts, ideas, opinions or emotions by two or more persons” (Course Hero, 2019). Communication as an interpersonal skill is very important because our daily activities depend on communication. 
There are different types of communication but the types that are common in my field are: verbal communication like speaking and listening, answering phone calls. Non- verbal communication which involves body language, facial expression, postures, gestures and written communication like emails, reports, notices or letters.

Effective communication skills are essential because employers select people who can deliver information accurately, receive and understand instructions between colleagues and other professionals. Communication skill is needed everywhere, both at workplace and academic field. Good communication skill is important at my workplace because it helps to understand the instructions from doctors and social workers. 
My communication skills help me to interpret the actions of clients at work. For example, there is a service user who smiles when he intends to do a mischief. Non-verbal communication skills like body language, facial expression enables me to observe, detect or infer a meaning to their actions.
	
Communication skills on the academic field is required for sending and receiving ideas, instructions, advice or information. This involves interaction with mates or lecturers by listening, writing, reading, observing, speaking and giving accurate feedback for assignments, essays and presentations. The ability to communicate effectively as a student is very crucial because in this modern technological era, there is the need to develop effective communication skill in order to be competent and attractive in the job market.
However, communication can be misunderstood sometimes due to barriers such as language, cultural differences, gender barriers and emotional barriers.

2.2.2 Teamwork: 
Teamwork is defined by the businessdictionary.com “as the process of working collaboratively with a group of people in order to achieve a goal”.
 Teamwork can also be defined as “as a cooperative process that allows ordinary people to achieve extraordinary results” (Scarnati, 2001).

Teamwork can therefore be explained as different people coming together with diverse skills to achieve a goal or to perform a task. Teamwork is an essential skill for both academic and working environment. Working in isolation creates errors and slows down production but teamwork yields high production. Teamwork brings about division of labour and so every member contributes according to the area of expertise. Collaborating with others help workers to be on top of problems because each member brings about his or her ideas and solutions and due to coordination of different solutions solve problems faster. 

Teamwork at my workplace is helping me to learn from my colleagues who have more experience in the job. Working in the health sector alone could be difficult, example when it comes to operating with equipment like the hoist or attending to an aggressive mental patient.
Working in teams at the university creates friendship among students and also reduces stress. It helps students to share ideas and develop the employability skills like communication, conflict resolution, leadership and time management skills needed for future employment. Teamwork also enhances mutual respect. 
                                                                                                                         
2.2.3 Time Management:
Time management is a way of organising and arranging the available time needed for a project (Mind Tools, 2019).
Time management is the ability to use time effectively in order to complete a task. Managing time effectively is a needed skill for both academic and employment. In all my daily activities, I manage time in order to meet deadlines. 

In my workplace time management is important for supporting patients to attend appointments and help me to be punctual at work and organisational trainings and meetings. Punctuality depicts respect to colleagues and shows commitment to my job. Similarly, I need to manage time efficiently in order to finish my essays, assignments and presentation within a restricted time frame.

In developing time management skill as a student, the Eisenhower’s method: Urgent /Important principle of time management has been helpful to me (Mind Tools, 2019). This principle teaches me how to prioritise and organise activities, it explains that time must be spent effectively by considering the important activities over urgent ones by following a strict “To - Do -List “and avoiding procrastination.
The R-A-C method of time management is a good tip to manage my time as it helps me to:
Record all the activities of the day,
Analyse the activities that waste my time against the productive time.
Change to some habits and lifestyle and reschedule the most important tasks first.

As I practice managing time in this way, I hope to be punctual to lectures and develop my time management skills for the future. Managing time is not just needed for employment or academic field but it involves our whole life, this involves our plans for our stages of growth and personal development. Like when to complete education, at what time to marry and planning time for our daily activities involves with time management.

2.3 Hard Skills:
Hard skills are any skills relating to a specific task or situation.
Hard skills are also called technical skills are the knowledge acquired through education, training and courses. Hard skills are easily identified and evaluated (DuBrin, 2008). An example of hard skills of a nurse might be midwifery.
Hard skills are the exact knowledge required for a particular job and one must be efficient and capable to do it according to the job requirement. Hard skills are required to accomplish tasks and roles in the workplace

2.3 Personal SWOT analysis introduction: 
In analysing my skills, I have done my own SWOT analysis to demonstrate my strength, weaknesses, opportunities and threats respectively. In my quest for career opportunities and academic excellence, it is appropriate to create this awareness in order to identify my training needs and enhance my confidence. My goal is to be a child and family social worker. The diagram below best depicts my Personal SWOT Analysis:

	Strengths (internal)

1. Good communication skill
2. Experienced child minder
3. Foreign languages
4. Empathetic and patient
5. My willingness to learn

	Weaknesses (internal)

1. Managing time
2. Long-term gaps in education
3. English grammar

	Opportunities (External)

1. Funding from student’s finance
2. Chance to study now
3. My work experience
4. Job opportunities 



	Threats (External)

1. IT skills
2. Age
3. My working patterns (shifts)
4. Limited vocabularies
5. Financial constraint


Created by the author.



4. PERSONAL DEVELOPMENT PLAN (PDP)
    
My personal development plan explains my career path and my study targets within a specific time frame as shown in the copies provided in the appendix.



5. SPECIFIC ACADEMIC SKILLS

These transferable study skills enable students to develop efficiently. They help us to improve on my studies.
The following are the academic skills I have developed in the first term:

5.1 Research and Note-Taking
Note taking is very helpful tool for studies as it helps me to record any information gathered during lectures. This process sometimes makes me carry on further enquiries on the internet and reading of other related books for more information on the topics. For effective research, I make use of both online and university library. This has enhanced my reading and listening skills.

5.2 Academic Writing – Essays, Reports – Using formal language
Academic writing is essential for writing assignments and examinations in the form of essays and reports. As a student I need to develop this skill to avoid grammatical errors in my essays, presentations or publications. Formal language is an academic requirement. Good academic writing must be free from punctuation and spelling mistakes, jargons, clichés and abbreviations.

5.3 Referencing and avoidance of plagiarism
According to Collins dictionary, “Plagiarism is the practice of using someone else’s work and pretending that it is your own”.
 Plagiarism is an academic crime which needs to be avoided.
In order to avoid this crime, sources or research writing must be cited, referenced, paraphrased or put in quotation marks. Referencing is done to acknowledge authors, and editors writing.  

5.4 Paraphrasing
Paraphrasing is rewriting a paragraph or text of someone without changing the ideas and the meaning.
In order to prevent plagiarism, when paraphrasing, words and the structure of the passage, word class or word order must be changed.
In addition, synonyms must be used for the words but always have to maintain the meaning of the passage.
 
5.5 Summarising
Summarising is a brief vivid description that explains main points or ideas of a text or a speech.
It is a type of academic writing skill that enables a writer to shorten a long passage. Summarising helps me to memorise my notes and write notes at lectures.

5.6 Communicating and presenting information 
This involves speaking to small group or a large group of people. It is a time to share ideas or information on a topic in the classroom or a public place. Presentation is a way of improving my communication skills. 

 
6.  CONCLUSION

In conclusion, there are many skills that are needed, some are hard skills, soft skills and the transferable skills such as communication, teamwork and time management. I need to improve on my time management skills and have to develop my grammatical skills. As I reflect on the various topics treated for the first term, I wish to follow my personal development plan to achieve my short -term goal. I also need to take advantage of my strength and the opportunities to achieve my goals. I have noticed that IT skills need improvement.

 


 















8. APPENDIX
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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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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.
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In-class exercise 2: Summarising (Oct 2019)

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.
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Read the following text and make notes on the main ideas. You can do this on a separate piece
of paper which you do not have to hand in.

To be a great leader, you need to start by leading yourself
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a) 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
A half of all graduates borrow some money, according o figures from the
US Dept. of Education, up from 34% in 1977
The government has been deliberately shifting the emphasis from grants
10 loans, and more students have been forced to take out loans because of
fising fees

b) Students are borrowing more money to finance college education than 10
years ago but, after graduating, their loan repayments are taking up a
smaller percentage of their salaries 50% of all graduates borrow money,
according to US Dept. of Education figures, compared with 34% in 1977
‘The government has deliberately been shifting emphasis from grants to
loans. More students have been forced to take out loans because of
increasing fees.

¢) More money is being borrowed by students to finance college education
Half borrow some money, compared with 34% in 1977, according to
US Dept. of education figures. The government has emphasised loans.
rather than grants and rising fees have forced students to take out the
former. However, when earnings are taken into account, the debts should
not be a hardship for the majority of graduates
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Paraphrasing Exercises
adapted from http://web.jjay.cuny.edu/~es!/paraphrasing1.htm

Which sentences are closest in meaning to the five sentences below?

1. 25% of adolescents who have one baby have a second baby within two years of the first baby's birth.
a. 25% of babies are born to mothers who are adolescents.
B, One out of four adolescent mothers has another baby before the first baby reaches his second
* birthday.
Aquarter of adolescent mothers gives birth when their irst born is two.

25% of adolescent mothers become pregnant again when their first babies are two years old.

.
d
2. Ithas been reported that the richest one percent of Americans own 40% of the country's wealth.
a. The richest 1% are 40 times as wealthy as the rest of Americans.
b. If the gap between rich and poor continues to grow at the current rate, the richest one percent will
500n own 40% of the country's wealth.
40% of the country's wealth is in the hands of only 1% of Americans.
'99% of Americans own 40% as much as the richest 1%.

‘The judge was relieved when the jury was finally ready to announce ts verdict.
. When the jury announced its verdict, the judge was relieved.

b, The judge asked the jury to arrive at a verdict.
(€ The judge welcomed the prospect of an imminent verdict.

. The jury welcomed the judge’s relef.

Research data suggest that girls who witnessed maternal abuse may tolerate abuse as adults more than
girls who did not.

3. Women who witnessed the abuse of their mother as teens are more likely to become abusive adults.
Women who observed the abuse of their mothers when they were young are more likely to endure

abuse themselves.

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

4. 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.
Martha thinks that adolescents like to write about their problems.

b.) Martha feels that writing about adolescent problems is worthwhile.

€ Martha believes that the dream of most adolescents is to write something important.
d. Martha thinks that adolescents can write about their problems.

Write your own paraphrase for the following sentences:

1. Alocal newspaper claims that 75% of all homeless,
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Anyone who has ever driven through the Mojave Desert knows that one should always carry a supply of
extra water.
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4. Of the 138 million acres of land that Native Amenans owned in 1887, 90 million acres were taken away
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Paraphrase the following sentences from student paragraphs to avoid plagiarism.

1. However, college students today are the first groups of students to need the Internet for
‘most of their schoolwork.
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2. Chinese speculators are able to realize profits from this buy-and-sell practice as property
prices are currently on the upswing.

Dur ko de calunk intrasts or R cosk Gpropurty,

Qalag8a %wlu(\g wpeds cem gnduats sl Ha ggmg‘{iw
g ke

3. Researchers have found a strong association between computer and Internet use in
adolescents and engagement in multiple-risk behaviours (MRB), including illicit drug
use, drunkenness and unprotected sex.
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4. Drug resistance remains a major problem in combating HIV infection, but a different
approach to drug development could be the answer.

W] ) gathcant |

b o F AV infe chios, Bt odkemative M nsght b tla soluds

5. North China's Shanxi Province, the country's largest coal supplier and most polluted
region, has the dubious distinction of having 16 cities on the list. Neither Beijing nor
Shanghai appear on the list .The report found that only 22.94 percent of sewage was
treated adequately in the cities surveyed and less than 20 percent of household garbage
‘met with proper handling. It said 178 cities examined had not built any sewage treatment

ies and 130 cities had not been equipped with garbage disposal plants.
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Test Your Skills and Find the Resources That Will Help You Most
Instructions

For each statement, click the button in the column that best describes you. Please answer questions as you
actually are (rather than how you think you should be), and don't worry if some questions seem to score ‘in
the wrong direction’. When you are finished, please click the ‘Calculate My Total button at the bottom of the
test

11 routinely set realistic goals for w
myself, and 1 track my progress unti e ¢ c c

I've reached them.

2When | have to make a decision, I pick o -~ v
the first good solution | find.

31 approach life with confidence, and | PS ~ - - «
have high self esteem

4 When it comes to managing my S P P o -~

workload, | know my priorities.

5 Team development is an area | admit
to cutting back on when time and c ¢ IS I3 IS
resources are limited.

61lose time during the day because I'm -~ « - -
ot sure what | need to get done.

7 When | want to motivate people, | try
10 use the same approach with each ¥ c c c s
person.




image13.png
8 The work | do on a daily basis reflects
my values, and s consistent with the
goals I've set for mysel,

9'm able to communicate my needs,
and | make sure that my message is
heard and understood.

10 When | encounter a problem, |
immediately begin looking for potential
solutions.

11 When there’s conflict, | use my
communication skills to find solutions.
and work things through

12 'm aware of the differences
between leadership and management.

13 When discussing an issue with
someone, | try to stay one step ahead
in the conversation, and | actively think
about what I'm going to say next

14 When | encounter a setback, | have
difficulty focusing on the situation
positively and objectively.

15 f'm motivated to complete all of my
workin a timely manner.
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Adapted from: http://www.hr.ucdavis.edu/sdps/forms/IDP%20Final%2010.14.11.pdf
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