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Introduction
When looking at Academic Skills these are things we learn from a book, which are not essentially from the wide world, but it gives us basic skills to carry out a job or task for example reading, writing and numeracy skills when applied to a job can make us successful in employment. When you look at the word employability you need to break down the word into two parts firstly employ is to give work, make use of and be hired. Ability is the means, skills, or having a talent that would enable you to work or get the desired job. 
In this assignment I will be exploring the skills prospective employers may be looking for from an employee, the skills potential employees may need to attain their desired job, and what is needed when you have a job. I will draw on my own experiences of being an employee in a health and social care setting.  	Comment by Dionne Dykins-Clarke: If you get stuck and can’t think of words to use, have the same word too many times in your text, trying to paraphrase a reference (text from journals, article, books, etc) try the Thesaurus: shift F7

	Comment by Dionne Dykins-Clarke: Full stop instead of comer. 
 Remember comer is for pausing and full stop is to take a breath.  
What Qualities do potential employers look for
For many managers looking at people for long term employment they think about what the person has academically to offer because you need the basic math, written and spoken English, and reading to do any job. Employers also look at your basic technology skills as technology is being implanted in many areas of health and social care setting. It is not always needed but some companies prefer if you can speak a second language, how well you communicate, flexibility towards work, Patience, leadership skills, work ethic, motivation, time management, being a team player, and problem-solving ability are some of the skills that make up your soft and hard skills. These are just a few of the skills needed for a person to do well in a job some and not all are required but as the work place evolve so do the skills we use. These skills will then become transferable skills which you can use in other fields of work, which you will then need to show you have. The best way to do this is to show how well you can sell yourself is not just on a curriculum vitae but in interview also. The purpose of your curriculum vita is to highlight hard skills first they you will discuss your soft skills as they are abilities and traits that pertain to a person personality or behaviour and are not seen as technical or knowledge-based skills (Nickson, D et al, 2012). 

Writing a curriculum vitae
What is a Curriculum Vieta also known as a CV for short, is a tool used for  personally marketing yourself to potential employers. It should tell them about who you are and your personal and academic achievements, and it should highlight why you are the best candidate for the job. The structure of your CV is flexible as long as it contains the following firstly put your name and official titles and contact details before this use to be your home address now it is the town and country, your current mobile number and email address. You do not need to title it cv or curriculum vitae as that will take up space for something else treat your name as the title. Now you are ready to do the body of your cv, this will consist of things like education and qualification, what experience and employment history you have had, and also references to finish it off. Things like hobbies are additional information that you do not have to add. once an interview has been secured you then have to sell the employer your personality so they can see where in their team you would best fit. Regularly update your CV to reflect upon what has changed in your knowledge or career path.
Planning your next move
When planning your next step, you will have to look back at all your achievements to see where they fit into what you want to do next whether it is looking for a job or going to study. Cottrell, S (2013) Say’s” to make an accurate judgement about what you have achieved - neither understanding it nor overstating it- you will need to consider a number of points” the points  include going back and evaluating all your achievements in this you will ask yourself 5 important questions:
1. what have I achieved? Which gets you to question yourself, what is it I can do now that I was unable to do before? This normally highlights skills you have gained over time. 
2. how do I know I have achieved it? what evidence I have for example how I feel, certificates or feedback from others. 
3. What I did to achieve this? What steps did I change? Was it a change to behaviour or attitude that help? Did I ask for support when needed? did I reflect what I did?
4. The relevance or implications of the achievement? What was important about me gaining the skill and why am I happy about it
5. How do I take it further? How can I use this skill in a new area or implement it to what I want to do in the future?
These 5 questions then get you to think of future goals and how you will take it further in your chosen career, at this point if you’re not sure you can seek advice from professional in career advisor services, they can help you to develop an idea of what jobs you really want. They also look at your skill set and advise on what you may need to do or start thinking and planning towards to achieve your goals. Always prepare question you may want to ask before attending. All so decide what is important to you because you may need to do more training or studying which will take time and money.
Personal development plan, SMART and SWOT
A personal development plan also known as a PDP is a tool you can use to develop awareness, values and set goals in your career or as a guide to get you on track to your chosen career, it is also a tool that helps you to self-reflect and plan for your future. PDPs help’s employees to reach short term or long term career goal. In an online article by Mann, A( 2017) she writes about what is needed to write a PDP, in my own words I will write what is needed for a  PDP. Here are 5 things you will need to think about:
1. You need to think about previous jobs and work experiences. 
Before you can plan for your future you will need to think about what it is you want to achieve. You will need to look back at the achievement’s you made in the 12 months. This help you assess what’s going well and where there are gaps to learning and were improvements will need to be made.
2. Write a list of strengths and weaknesses
Your strengths are a mix of skills, talents and knowledge, they will help you to identify areas where you can add value to. This also gets you to recognise your weaknesses and find ways to improve them and start establishing goals.
3. Start setting goals 
You need to think about what it is you want to achieve, they can be short term or long term. Think about where you are in your life and career. Do you what to advance in studies or move forward in your career or do you want to move up in your current career you have to be practical in your thinking and deciding what goals you really want to work on. Prioritise what your goals and try not to tackle too many at once
4. Form a SMART action plan
A SMART mean’s Specific, Measurable, Attainable, Realistic and Timed goals, now that you have decided what the goals are you need to achieve use the SMART plan to plan ahead and achieve your goals.
5. Set aside time to evaluate and update you PDP
Now have planned and started to work on your goals, you will need to start to evaluate where you are and what you need to do next. Once you have completed the task you need to update your plan and move forward.
SWOT analysis is similar to Smart, SWOT looks at your strengths, weaknesses, opportunities and threats. In an online article by Pasteur, L say’s ‘You are most likely to succeed in life if you use your talents to their fullest extent. Similarly, you'll suffer fewer problems if you know what your weaknesses are, and if you manage these weaknesses so that they don't matter in the work you do’ this makes you look at yourself objectively and categorise the positive and negatives, how you will use opportunities to improve yourself  or situation and remove the things that aren’t working or needed. When we use all these tools of self -reflection it helps us to move freely to the point we want to be in our academic or work career’s.
What next?
Next it is time to decide if you are happy or comfortable in the position that you are in your chosen job. Do you want more out of your time whether it is a pay rise or to do something completely different you will need to examine if there is room for more personal or educational growth, does the area you work in permit it and if they do how will you implement it. If I use myself as an example I currently work in a health and social care setting, in the job I do there are lots of yearly updates to refresh our knowledge with taking these updates it made me question my role in the job that I do and how well I do it. It made me want to be better, but it also made me want to be a trainer as I saw the gap in some of the training we do. The next step is to see a career advisor and maybe speak to some of my colleagues who are trainers to see how they started to be trainers. I will then need to work on my personal development plan to see where I am lacking and what skills I need to build on them to start my journey as a phlebotomy trainer.
Conclusion
[bookmark: _GoBack]In the modern work place it takes a lot to be employed, you have to look at all areas of personal and academic development to know how to sell yourself to future employers. It can be very competitive market trying to find a job or a career path you like or want, and in many case’s even if you have the qualifications you may not get the job due to lack of experience. There is no one way to remedy this but to work hard and try to fit the mould of the job you are looking for.
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