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Executive Summary

The purpose of writing this report is to describe my ideas and understanding of academic and employability skills in present day. I will use a couple of methods like SWOT analysis and Personal Development Plan to analyse my points of view. This report through Moodle, in class exercises and well organised research will help the reader to understand the importance of acquiring skills and how it will help transform me both academically and professionally.

1. Skills
According of Oxford dictionary “Skills is the ability to do something well, whereas an ability is defined as possession of the means or skill to do something”.

1.1 Employability skills
Definition: According to Van Emden and Easteal (1995) “employability skills are those which support your ability to perform in the workplace along with the technical understanding and subject knowledge”.

By having good employability skills, you stand a greater chance of being employed as the labour market is intensely competitive, and employers are looking for good candidates, they are also looking for people who are willing to learn and have the ability to do different tasks in different work environments.

Good employability skills also help when choosing for courses and universities.

Skills can be described as ‘hard’ or ‘soft’. Hard skills are those technical skills needed to do a specific job like computer programming,  web design, typing, accounting, finance and writing  whereas soft skills are those like communication, time management and teamwork which are needed for both workplace and academic studies.
1. Communication
According to an article published by James Taylor (June 2016) communication “is the sharing of information between two or more people”. Therefore, communication is a shared understanding. Communication can be in two forms verbal or non-verbal.

Importance of communication at workplace and at university
                             Communication is vital in workplace ability to be productive and operates          smoothly .
Communication is relevant for sharing of information between students and lecturers.
Managers and team leaders communicate with team members for the running of the day to day activities
Communication promotes motivation by informing and clarifying the employees about the task to done and the manner it should be perform. It increases job satisfaction. 
It builds a good relationship with team members and superiors, without effective communication team members cannot support each.	Comment by Agie Ndong (1905512): it
Good communication helps create endurable working environments which naturally produces effective customer service, happy worker equals happy customer.
Another key to communication is not just the content but the delivery, in other words is not just what you say but how you say it. Your body language sometimes speaks louder than your words. Nonverbal communication is just as important as verbal communication.
People feel empowered when they are able to communicate with the manager and there is communication from the manager, they feel valued.

2. Teamwork
    Is a number of individuals working together as one to achieve a common goal. (Peter Morgan 2017).

 Importance of Teamwork at workplace and at university
        It is very important for me to work in a  team throughout my studies at university, it helps me  gain some experiences by working as a member of the team, I know how the group leader  balance the team, allocate roles to each team member and set priorities, and as team member I know how to get on the tasks allocated to me. Relationships, communication and good action planning makes a good team. Teamwork is also about learning and getting used to working with others.
  Good Teamwork encourages flexibility, care for your employees, show them you              respect them and trust them to get on with their work.
      Teamwork enhances problem solving, by combining different solutions, abilities and             talents into one productive unit allows ideas to flourish and make goals to be achieve faster.
 Teamwork improves productivity and motivates the workforce and create a healthy environment between the team members. Great teamwork translates to great performance when it is managed well
As a student you also expected to work in groups to do presentation and this is where also the importance of team working comes into play.
                       
               If I have good team working skills or needs to improve
In my place of work, we work in a team of five, we support each other in completing our day to day tasks, we encourage each other and always take decisions together as team. I have good communication skills and am a reliable team member. I am also very good in planning daily shifts schedules. I always adhere to leadership and decision-making guidelines. I always respect members of the team and value and learn from other team members contributions. I welcome and embraced diversity.

3. Time Management
According to Cambridge Dictionary time management is “the practice of     using the time that you have available in a useful and effective way, especially at work.
Why is it good to have good time management skills at workplace or University?
By having good time management skills employees can do more in a shorter period of time. This will help manage their free time more effectively.
Being a student and juggling with work requires good time management  skills  as it involves undergoing so many tasks like attending lectures, working after lectures, reading and preparing for my assignments all requires time and to be  successful in the completion of all tasks time has to be manage well.

If you have or need to improve
I have good time management skills because I always complete me task I have to           do within deadline.
I need to improve.
This will be done by prioritising things according to Eisenhower method.

4. ABILITY TO UNDERSTAND AND GIVE INSTRUCTIONS 
The manner in which we understand instructions and procedures depends on two general factors which is the nature of the message and the way it was presented. 
When giving out instructions you to :
1. Provide the context and be specific – give all the necessary information you can to help the person better understand the tasks assigned to them.
2. Ask politely rather barking orders – when telling someone what to do ask politely and respectfully, your tone of voice must be very gentle and low.
3. Offer the other person the opportunity to ask questions- the better the persons understand the tasks the best outcome can be produce, so allows the person to ask questions.
4. Resist any urge of micromanage- once you have assigned responsibilities to others have faith in them, allows them to the work without interference.

5. SWOT ANALYSIS INTRODUCTION

With the fast flow of development in our society, competition amongst organisations are also increasing, employers now focus more on employability skills rather than just the degree or certificate. Employers look for graduates who are multiskilled and can perform any task in the diverse sectors in the work environment.

5.1 SWOT ANALYSIS THE PROCESS
 I have made my own personal SWOT analysis based on actual experience and self-assessment.

	STRENGTHS

· I have good communication skills and writing skills
· I have good organising and team working skills
· I have basic knowledge on information technology that I requires for my studies and to do my work 
· I had good time management skills, I can manage my time well and get things done before the deadline.
· I am keen to learn, and I put more efforts into learning new things

	WEAKNESSES

· I am poor in dealing with conflict
· Naturally quiet and low in confidence
· Lack stress management skills
· Poor presentation skills

	OPPORTUNITIES

· Had the opportunity to study on campus
· I had found a part time job to learn new skills to enhance my CV
· Had the opportunity to pursue a degree course upon completion
· I had the opportunity to learn and develop my presentation skills
	THREATS

·  Financial issues, self-funding
· Employment pressure, all graduates are job hunting










6. SWOT ANALYSIS THE CONCLUSION
Successfully graduating from university and gaining a degree or certificate is a good starting point when job hunting, hence having a degree or certificate opens the doors to securing a good job, but on the contrary employers are not only looking for graduates employees rather they are looking for skilled employees, employees that can bring potential benefits into the organisation. My SWOT analysis was completed based on actual life experience, my employability and academic skill and through research. This has helped me have a good understanding on myself. I have also completed my own personal development plan which I will talk about in the next chapter, this will help develop in the areas am lacking.

7. PERSONAL DEVELOPMENT PLAN
According to Peter Morgan 2017, personal development plan is “plans meant to develop skills that you are not confident in”, your areas of weaknesses. It is also a detailed action plan of someone’s character used to achieve academic, personal or career-based goals. This is usually created within the workplace and the university. Personal development plan does not only limit in only developing skills, but it also includes the formal and informal activities of developing others.

7.1 PERSONAL DEVELOPMENT PLAN THE PROCESS
I have created my own personal development plan of myself, here i focus on my areas of weaknesses on my SWOT analysis which I needed to develop and I will base my strategy on SMART to achieve my goal.
Skills that need to be developed
Measure
Achievable 
Time based 

            




Skill/                    Action             Resources   Dates(s)              Dates for              Aspirational Met
Behaviour          needed            needed         for action            review                        goals          
	Exceeding the five minutes presentation time

	Practising at home, work on my speed by setting the timer on

Practice Infront of my friends and family and gather feedback

	Books on presentation skills
Journals and articles
Friends
Computer
	Practicing every Sunday night
Studying about presentation every Saturday 

	Arrange to do presentation with my friends in class 30 minutes before lectures every Monday: 6th, 13th, 20th 
	I want to be finishing within my five minutes given time.
I will tell my friends to stop me if I go beyond my time

	


	Define the problem






	Apply for volunteer at Nesta 
	Fellow participants to evaluate my onward movement
Books on problem solving skills
Online resources
	Participate in the voluntary sessions every Monday and Friday afternoon 
	Every Monday and Friday after the sessions I would gather all feedbacks from my friends and get them ready for the next session
	I want to gather all the proof of how I am progressing and developing my confidence


	





8. RESEARCH AND NOTE TAKING
Note taking is the practice of jotting down points in other words it can be recording key point of an information. In the research process, note taking plays a very vital role.
           During general discussions, group works and notes taking down in class can be used as study aid.
     Writing down notes is a very important tool throughout my study and career life, because the notes I jot down whenever I refer back to it refreshes my mind and helps me grasps the information, I needed.
    Note taking and research has helped in successfully studying and completing all my assignments for the first semester. I will take notes of the research I needed from articles, journal and books, make connections and then apply my knowledge. 
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