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INTRODUCTION
This report will analyse the importance of academic and employability skills in a work environment, and the impact as an individual and as a team. In order to identify and develop abilities it is vital for our lives, as is Implementing strategies. Using available sources to practice will help execute this in a professional, personal and academic level. 


DEFINITION OF SKILLS  
Corresponding to the ability to develop certain knowledge and to be implemented.
WHAT IS A SKILL 
It’s the ability to obtain a specific skill. it can be intrinsic or be influenced by external circumstances. It is the process of learning new habits, can either be Slow or quick depending on the person.
HARD SKILSS 
 To involve all types of skills that we learned throughout our education, repetition and practice.
 To obtain quantifiable degrees such as MBA and PHD, computer programming, management skills, accounting and writing.

Technical skills  
IT, engineering or science require special skills.
Computer skills    
Start from basic to highly progress using specifically software and hardware are essential in any type of job, Microsoft, emails, data base, social media and web.		 
Analytical skills        
It is the capacity to decode data and be presented it in a specific format. For example, researching, data engineering and metrics.
Marketing skills 
 It is focusing on consumer research, sales, advertising and their needs. Online marketing is at the forefront. 
Presentation skills 
Visual communications, to research and to analyse data reporting. 
Management skills 
Require a specific skill of leadership. For example, business knowledge, finance, logistics to negotiate and to plan. 
Writing skills        Business writing, email writing and journalism.
Language skills   Multilingual skills.
Design skills        Photoshop, Corel draw and many others.
Certification       
To demonstrate the ability to execute hard skills. It is to obtain a certificate that specifies the year and to full fill the requirements of the workplace.





SOFT SKILLS   
Are directly related with the person who behaves in a certain way. For example, social interaction at the workplace or in a relationship
In general, while in self-development they don’t need specific training to Build them.
it’s a combination of Intrinsic qualities that add extra value in any social interaction within the work environment. 

TRANSFERABLE SKILLS 

Are related to attitude, intuitions and focusing on personality. Soft abilities do not require any qualifications but can prove through experience and knowledge within any environment. This shows the willingness to demonstrate and be reflected in the workplace or through personal experience. 

COMMUNICATION 
Is vital to our lives and a relevant skill. This will enable us to transmit our ideas and point of views. This will help to interact effectively in any environment. In particular within the workplace where we need to coordinate and work as a team This can help solve issues internally or externally to our clients. 
At the same time to receive instructions and to respond according to the situation and information. This can generate a positive or negative answer to the common target while dealing with a complaint.
In addition, effective communication is necessary verbally or non-verbally. To develop writing abilities that are crucial in solving and creating a respectful, productive and motivational work environment. 
Example of communication at work.
· The company that I’m working at is a retail store called Debenhams. It is a leading international, multi-channel department store. Debenhams trades from over 220 locations across 20 countries with exclusive brands and concessions. 

The internal communications come from the Head office through the store manager. At the same time there is a department manager who is in charge of the daily communications and   changes to the manager brands. They focus on relationships between the customer and the employees.
 For example, sales, bonus cards, targets, launching products, and ranking sales by brand.

The method that we use to communicate internally is by email and WhatsApp, so any relevant information is posted to read immediately.
The brand that I am representing in the store is a concession. All the information I have I pass to my line manager and wait for feedback. I always follow the companies structural policy. 




· How is communication relevant to your academic studies?

It is crucial to have equal commitment and clear roles and responsibilities.
The teacher has a very strong impact on our knowledge and motivation to transmit the learning process. They influence  our self -concept of  creating the basics of a  successful or non-successful  future in our lives. It’s a mutual co-operation and effort to be open minded and to receive critical feedback and to improve our skills. 

SELF-MOTIVATION 
Be committed with our personal goals showing responsibility and initiative without supervision while displaying a positive attitude within the company. 

TIME MANAGEMENT -ABILITY TO WORK UNDER   PRESSURE.
Refer to the capacity to execute functions under adverse circumstances in a specific time. maintaining the efficacy and how we manage the stress to optimize our target. If we compare previous years, we can observe that the level of pressure is higher and more competitive throughout the labour market, this can be considered a professional competence. 
The deadline is part of our daily duties. For that reason, we must prioritize to increase success and Lower stress to maximize productivity.

· How is it important at work?
The complex process of time management involves different skills to prioritize our responsibilities in order to be more efficient. For that reason, it is important to know our roles and responsibilities, daily objectives and organize according to our company. 

· How is it important in your academic studies?
It determines how  we focus and   complete certain tasks on time with less stress organizational skills  and according to  the deadline.

· How do you manage your time?
· Follow a daily routine 
· Be flexible and spend time for me.
· Avoid procrastinating.
· Ask for support to maximise my time with more clarification and efficiently.



TEAM WORKING 

Plays an important role, its essential skills help towards a common goal. Psychologically can help influence our motivation and commitment with the philosophy of the company. All of this will put the work place to a positive environment without tension in the team.
 Allow to coordinate our duties equally. And find solution effectively. In addition, identifies when to be a leader and when to be a listener.


· Teamwork in class -digital skills
We are currently working as a team with Digital skills and Managing enterprise, learning how to use our sources, research and coordinating our work, towards to the same objective, practising our skills and improving them. The process has been challenging, but we are focuses on how we communicate effectively with others


Leadership 
Its de ability to encourage others towards  /// common goal ,the person need to demonstrate  an exemplary  skills  such as A positive attitude and outlook ,the ability to make quick and effective decisions useful in the work place takin a very neutral decisions beneficial for the company.



PROBLEM SOLVING 
Emphasize on the capacity to afront a situation where we need to find a solution to overcome objectively a problem. With calm and see more option such as working in a team rather then take alone the responsibility or find the sources available in the field that we need to solve the difficulty.

Responsibility

To ensure that we are responsible its necessary have a wider vison about company goals takin the initiative to make improvements, integrity, assuming responsibility for any failures toward to success.  



SWOT 
It is a strategic planning technique use for an organization or a person to identity strength, weaknesses, opportunities and threats, this method helps to develop changes strategically to succeed and reach our goals.  

Swot strategy allow me to work on my weaknesses. Organize better my time to do not procrastinate and develop techniques to be focus, and gradually improve.
 I consider myself very hardworking its perfect to find time to take curses on writing and research method to maximize the skills om my course.
to reduce stress and lack of motivation I’m very conscious about my time management, its crucial to optimize my study and work skills. and prioritize my task.

PLAGIARISM 
It is the act of takin someone else work presenting the existing idea as if it where yours. Instead we have few sources that we can use to make more effective our ideas such as  
Citation and referencing. Once we use concepts of others we need to specify from where we are taking details. Author name, date of publishing. And page. Referencing you must write the original content and acknowledge people that it’s not yours   
Paraphrasing   express someone else ideas, in your own words and understanding. There is three technics use synonymous, changing the form of words and grammatical structure.
SOURCE TEXT 
[image: ]
COMMUNICATION 
Is vital to our lives and a relevant skill. This will enable us to transmit our ideas and point of views. This will help to interact effectively in any environment. In particular within the workplace where we need to coordinate and work as a team This can help solve issues internally or externally to our clients. 
At the same time to receive instructions and to respond according to the situation and information. This can generate a positive or negative answer to the common target while dealing with a complaint.
In addition, effective communication is necessary verbally or non-verbally. To develop writing abilities that are crucial in solving and creating a respectful, productive and motivational work environment.


SUMARISING 
Refers to analyse the most important concepts or opinions about something or someone in a short and clear form in a few words.

SOURCE TEXT 
Example of summarising 
Summarising example Having a positive attitude and the initiative to work well without around-the-clock supervision is a vital soft skill for any employee. Not only does it demonstrate reliability and commitment, but it also shows that you can fit efficiently into an organisational structure without the need for constant supervision. To demonstrate your motivation, think about these keys skills:
Positivity, Ambition Commitment, Initiative and organisational structure.
SELF-MOTIVATION 
Be committed with our personal goals showing responsibility and initiative without supervision while displaying a positive attitude within the company.

PDP PERSONAL DEVELOPMENT PLAN

	
TARGET
	
HOW
	
SUPPORT RESOURCES
	
TARGET TIME

	
Organized my time better when it comes to university work 

	
Planning and revise my assessment in advance 
	
Use the university sources and feedback of the lectures.
	
NEXT THREE TO SIX MOTHS 

	

Obtain the certificate in higher education skills 
	Studying hard. And prepared myself to evaluate my knowledge to continues with my studies in a professional career.  
	Student support, advice about my next step at the university.
 requirements that I ned 
	

SIX MONTHS TO ONE YEAR 

	Part time job. 32 hours per week.
Business management 
BA /Hons full time.


Evaluate the labour market. after pandemic how will be the impact
	Time management.

Apply for a new job.
Adding on my C.V.
My certificate in higher education.
More support on digital communication 
	I will need more time to study and focus.

Better salary and flexibility 

Be inform about new strategy from the university.
	


NEXT TWO TO THREE YEARS 









[bookmark: _GoBack]PRESENTATION SKILLS 
It is the practice of showing a content to the audience or learner and can be adapted to a group meeting or briefing a team the most relevant are.
· A Servant’s Heart-   focus on the audience.           
· A Curious Mind-      clear message and concise.
· Informative, instructional, persuasive -supporting facts.  
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Responsable


WEAKNESS


Procastinater 


THREATS 


Self -motivation


OPORTUNITIES 


Practising transferable skills 


Hardworking 


Gold orinted





Flexible 


Indiscicive 


Writing


Resesrch methods


Lack of motivation


Digital skills


Time management  


Stress by deadline 


Fail course


Lack of concentration 


Job  opprotunities 


Experince 


Enthusiams  
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Example of paraphrasing.

Communication is one of the most important soft skills. Able communicators can adjust their tone
and style according to their audience, comprehend and act efficiently on instructions, and explain
complex issues to colleagues and dlients alike.

Akey, often forgotten, communication skill is listening. Whether you are dealing with a customer
complaint or working with your colleagues, good listening skills will help you learn and respond
correctly to the circumstance you have been presented with.

Equally as important are your verbal and non-verbal skills. Verbal skills are key to fostering
relationships that are collaborative and respectful, and, ultimately, productive. This also applies to
your written communication.

Alot of business communication is now played out by email, so it's important to know good email
etiquette and give instructions clearly and concisely.
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