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[bookmark: _Toc28533199]INTRODUCTION



 Anyone who has problems at work might not be happy because they dream of getting a better job. To do this, firstly, they need to have hard skills (the technical skills to do the job) and soft or transferable skills such as, communication, teamwork and attitude. These are key points to effective teamwork, but even this is not enough. Many people did not finish their studies, did not have the academic skills and they meet with problems such as qualification, which provides you the basic preparation for the start of your career, and which is helping you to understand how to improve your skills, extend your knowledge and develop your point of view in the majority of the most common issues that you can find in a workplace. This report has been created to explain the academic and employability skills, a SWOT analysis and examples based on my own experience within the workplace.









[bookmark: _Toc28533200]SKILL

Skill is the ability to do something. 


The skills can be learned and developed with the time and it depends of your objectives, your aims and how fast you learn and understand (Morgan, 2017).

[bookmark: _Toc28533201]EMPLOYABILITY SKILLS 

Employability skills is a set of abilities that most employers are looking for, from those who are going to apply for a job and these are: communication, working under pressure, problem solving skills, interpersonal skills and use your initiative and be self-motivated (Skills that the employers want, n.d.).  
Those skills depend of development of your knowledge and your mode of approach in the workplace. Employability skills are transferable skills or interpersonal skills, and you should be able to use those assets and know how to present them to employers. Those skills are communication (which is named also soft skill), problem solving, decision making, motivation, team working, organization, and many more.

[bookmark: _Toc28533202]COMMUNICATION

Communication is giving and taking ideas or information between two or more persons (Maund et al. 2017).
Communication is a skill that you need, everywhere. Since we are born, we learn to communicate. Firstly, we started to communicate by body language, facial expressions and voice, to express our discomfort or happiness. Secondly, with time, we learn the verbal communication which is very important to make ourselves understandable. 
In the workplace, most of the employers are asking for strong communication skills and what do they mean by that? Does not mean that you need to speak, but communicate effectively, with the right attitude, accurate communication, tone of the voice, and appropriate words for the context. This is required in most of the businesses, because they want to be sure that you send the right information in a right way to the people.
As I said, effective communication is key point within the workplace, and this can be improved by your academic studies. During your academic route, you learn how to communicate effectively, how to choose your own words, how important is the body language, how to write a formal e-mail and what attitude you need to have to be professional. These can be improved by writing, speaking, listening and reading.

[bookmark: _Toc28533203]WRITING

How communication can be improved by writing. 

[bookmark: _Toc28533204]SPEAKING

Sharing ideas or information by voice, it is making you understandable, providing to the others the right idea of your meaning and getting back a positive or negative answer of their understanding, which is helping you to improve your modes of explanation.


[bookmark: _Toc28533205]LISTENING

Listening different opinions, ideas or information also can help you to improve your communication,  because you can hear by the tone of the voice the emotions of the other person or may be the different spelling of the words, another culture or accent, and many more. 


[bookmark: _Toc28533206]READING

The more you read, the more you improve your vocabulary, your grammar, in the end, your communication. By reading, you can discover information that you did not know, improving your knowledge, your general culture and after you can share with other people who can have the same interest of the context like you.

 I am a communicative person, although at the beginning was difficult for me because I did not know the English language and was hard  to make me understandable which now I do not have this issue anymore because I tried to write, speak, read and listen more, which helped me to improve my English language.

  These are my employability skills.


For example, in my current workplace, which is butchery shop, a new colleague was hired recently. I trained him personally, saying and showing everything that needs to be done properly in the shop. After one week of training I saw that he was not the right person for this job. He had not initiative, no communication, not a teamworking person and no customer service at all which for us are key factors in this area of business.
These things happen all the time in every workplace because of the lack of employees and from my point of view this affects the other employees and the workplace also.
[bookmark: _Toc28533207]ACADEMIC SKILLS and COMMUNICATION 

Academic skills are developed by writing, listening and reading. Moreover, you learn strategies, effective communication and time management tools. These skills are improved at college, at university, doing your academic route and taking your qualification which is showing that you have developed your academic skills and you are able to understand the job that you choose to apply.
Majority of the academic skills that evolve during your studies can be used in future professions and also are key factors in reaching your true potential (Staffordshire University, 2019).

These are some of my academic skills developed until now


The academic route helps you to develop your skills by reading books, articles, writing reports, essay, doing paraphrasing from what you read giving references and summarising texts to avoid the plagiarism. Moreover, the academic route, prepare you in how to present information, methods of communication (how to communicate effectively), how to work as a group and share information (Power Point Presentation). The academic communication helps you in your future jobs interview, career progression and workplace. These are some other skills which I need to develop for my academic programme: research methods and note taking, paraphrasing, summarising and presentation.

[bookmark: _Toc28533208]TIME MANAGEMENT 

According to Morgan (2017), this skill provides you the capacity to be an organized person, managing your time effectively, decreasing the stress. Time management is not something that you can control, although it is seems like, but we can learn to develop this as a skill, how to manage it and use it effectively. Most people do not know how to manage their time. Many times, they happen to be late somewhere or did not finish what they supposed to at the end of the day or some of them do not know how to manage all of it under pressure. There are many methods to organize your time and to learn how to manage everything. Try to be an organized person and write down a piece of paper with your activity for the whole day and sort it by which is the most important to which is less important. After write your programme starting at a specific time and suppose to finished at a hour of your choosing and you will see how easy it to manage your activity and your time, all the stress will disappear and at the end of the day you will be an organized person without be late anywhere or without any activities unfinished.
[bookmark: _Toc28533209]TEAM WORKING

I can say that the team is a group of members that have the same particular goal and they work together sharing ideas, developing ideas, solving problems, making decisions, and many more. From my point of view, in a teamwork, communication is key point that everything is going in the right way with a wonderful result on the end. Is difficult to work as a team if you do not have the skills for, and sometimes can be hard if you do not communicate, firstly for you and secondly for your colleagues. Furthermore, your colleagues also will appreciate that you have all the skills that they are looking for. 

That is way the employers are asking for employability skills such as communication, working under tension or team working, because these are the most important skills that you need to have as an employee.
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[bookmark: _Toc28533211]STRENGTHS 

I always was a happy person and opened to learn what is new, taking everything like a competition with myself. The strengths that I have, I developed them all over the years, during my experience within the workplaces, meeting different people from different countries, with another mentality and perception of the things. My previous profession was a coffee shop manager and there I learn most of my skills such as being a responsible person, manage the stress and work under pressure, being communicative and an understandable person, and to cooperate as a team member.

[bookmark: _Toc28533212]WEAKNESSES

Everyone has his own weaknesses and can be hidden because this can affect your position in a workplace. I am an impatient person, I want everything to be done when I say, and sometimes this is affecting me. Moreover, sometimes I tend to be too proud of my actions and my achievements. I am conscious that this is not good for me and maybe the other people can feel offended, even if I am not doing with this intention.

[bookmark: _Toc28533213]OPPORTUNITIES

Recently, my Chief Executive Officer (C.E.O.) explained to me that on my next review they will consider very deeply to promote me as the shop manager, and this is a great opportunity for me. Moreover, I would like that my hobby which is to be a Nail art artist, to evolve as my part time job. The other opportunity that I have is to finish my studies, take the undergraduate and with them I hope that I would have a better career in the future. However, in my opinion, if you want to have opportunities you must build them, not to wait for something to happen without working on it.

[bookmark: _Toc28533214]THREATS

One of the factors that I consider a threat to myself is the fact that I live and work here and I am obligated to stay away from my son, which with the time will affect my relationship with him because he will grow up without his mother next to him.
The second factor that I consider a threat to myself is that if my plan will not succeed, the time that I invested in it will be for nothing and as a result this will affect me psychically and emotionally.



[bookmark: _Toc28533215]PERSONAL PLAN DEVELOPMENT

2019 – 2023

	Objectives 

What do I want to be able to do or do better?
	Actions 

What do I have to do?
	Resources 

Whose help and support will I need?
	Target date 

When I will complete or review my progress?

	Complete 3rd year of Business & Management -UWTSD 
	-Learn new skills, improve my English, understand the modules, evaluate, write and read more 
	-UWTSD- programme staff 
-Student finance 
- The C.E.O. of my current workplace
	 

October, 2022

	Develop my hobby 
	- Do a course and practise 
	- Myself and my family 
	August ,2020

	Open my own business 
	- Finish my studies 
- Save money 
- Find the right location 
- Invest 
	- Myself and my family
- Bank loan 

	
 December ,2023 

	
Take my son close to me
	- Buy a house
- Save money 
- Finish my studies
	- Myself and my family 
- The Law Courts
	
August 2020 - 2022
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 From the previous report I can say that the skills that you develop through the years are key points for future career that define your lifestyle. These skills may be developed by your academic life or your previous experience. 
However, everything depends of your wish to develop your skills more, by your mode to approach the situations which gives you consequences from who you will learn something different every day, and all this can have a wonderful or harmful impact on your future life, depends how positive you are.
 Furthermore, as I said, I think that I have learn something new every single day, and I am happy because this is changing properly my life. Through the time, during my academic life, I develop myself and my skills which now gives me the possibility to be the person that I always want to be! Be positive and opened to learn.
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skill


strenght


knowledge



Write frequently


Improve your grammar


Building formal sentences


Make yourself understandable


Communication



learn quickly


adaptive at any situation


communicative


friendly


good time management


happy person


good organization


responsable person


creative



Improved my English


Effective communication and team work


Problem solving and decision making


Able to lead my example 


Building interpersonal and relationship skills



STRENGHTS


GOOD MANAGEMENT OF WORKING UNDER TENSION 


WEAKNESSES


PROUD


THREATS


LOSING WHAT I HAVE ALREADY DONE IN MY LIFE


OPPORTUNITIES


BE A SHOP MANAGER 


RESPONSABLE PERSON


COMMUNICATIVE


GOOD TEAM-WORK


IMPATIENT 


DEVELOP MY HOBBY


FINISH STUDIES


DO NOT FINISH WHAT I HAVE PROPOSED TO DO
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
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).
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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. We/
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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)
The boss i NS n af in the office.

2) He doesn't write to me as frequently as | wanted.
| wish :bﬂ_bgjwng\_mg_whn\h\

3) We were concerned about her health. \/
We had some_SIRICHYS wiowdien aboud her Aeat/h

4) You w yreful, so you made so man
If A/ N Core-Lful 1L il AL hag

5) The councilcut funding so we could not provide free parking.
. . )

Because of £ ) AN L A T3 ' ¢
6) His proposal was a failure as it was too theoretical. (relied) . c@
His proposal _Xelied o _l\_ai luee  aa it was too tuocethe
- AT,
. gt ; ‘ ; ;
7) It was Mary who stole money. . ! 2 oo i 33 @
He accused

- .
8) He seems well-educated. However, hejvnot very bright. (although) - . K @/
LG hwﬂbJﬂ_S_nmAMf;b' Xy Liqhi

so many mistakes.

#e Seems well- educakt

9) Universities place the burden of understan
students.
The responsibility for 1laQ
eonventions are
10) 33% of adolescents who have one baby, have a second baby within two years of the first

baby's birth. (third)
Q}Madoksee_d ‘Who howe @ baby , hawe & second lml7
Within fwo ‘Yeaxs of the finst baby's' hnth . :
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
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 your Task 1 (part of the Assignment for this module).

Ex.1

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

Mmpegﬂgg%ntg:tgp gosition;wiﬁh‘good intentiopds‘ but those often crumble due to the demands — and
perks — of the job. If you want to succeed, devote some time and energy to self-leadership, ‘sé_ys consultaﬂg g
ggrs Sudmaan. Being a leader is a little like being a parent; beforehand, we have all these rosy visions of how
gr_g@ng to dq it, how incredible we’re going to be, and how we'll sidestep the mistakes that we see other
,‘,ipeople.njake. But when it’s our turn to assume the role, we find that reality doesn’t match our expectations
~ or imaginations. wngzﬁg, for example, believed that he would ace his first leadership role. Then, he held
his first major staff meetingkn_employee asked a question about the company’s email signature, and the
proceedings — and his command of them —ﬁ)r_npletely fell apart.

After some months, Sudmann realized he was fighting against certain entrenched factors that keep all leaders

from improving. Like many in the working world,‘%ﬁe__ﬁfﬁyeimunufmeand_mﬁemghmm.doitg
‘-_hgy'don't clearly think thri heir prioritie ies; and being in a position of power causes them
0 assume that the people beneath them will take care of a lot of problems.

Sudmann found a potential solution to these “classic leadership problems” in Marcus Aurelius, the Roman
emperor and Stoic philosopher. Rather than spendi his_time trying to lear i .
Marcus Aurelius focused a surprising amount of his energy on mastering self-leadership. Sudmann has found
this orientation tremendously helpful. Below he breaks down three actions that go into self-leadership.

First of all, you need to be aware of your shortcomings; leaders need to know all of their biases, predilections
J

‘and weaknessef. Another idea is to take 5- 10 minutes every day to think about the challenges you've recently

shandletw;g. While Marcus Aurelius was fond of reflecting in the evening, Sudmann
likes-doing this over morning coffee. Questions to pose include: “How did my leadership go yesterday? How
would the leader I'd like to be have faced the challenges | faced? What about my challenges today? What
could | do differentlv?""/\/@eidown your thought’s S0 you can ref_gr back to_them anq learn from them.

Also,m@wouqfewhoj/ much preparation and reflection you put in, there will be

employees, colleagues, clients and associates who anger, oy you. That's where the practice
of “reframing” comes in; stopping and asking yourself ... on a scale from 1 to 10,w'quimpo_rtant is this issue

ight now? Then, give yourself a moment to think: “How would the leader | aspire to be handle this situation?”
- W
&ne answer will come toyou.
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Ex.2

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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