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INTRODUCTION 

With a background in Beauty Therapy, I am seeking to develop myself as a professional. My aim doing Higher Education in Skills for the Workplace is to prepare myself for the professional world. With the objective to work as Spa Manager, I need to achieve the right skills that will project me to the employment world.
My reflective essay starts from understand: “what are my goals? How can I achieve them? What skills do I need?”
Focused on these questions, on the following sentences I will portrait myself answering these questions and explaining my development based on my in-class learning from the Module Academic and Employability Skills.
 

……………………………………………………………………………………………………………………………………………….



WHAT ARE SKILLS and WHAT ACADEMIC SKILLS I NEED 
As a Beauty Therapist I still seek to improve my experiments but the main point is to know how to develop my academic skills so I can reach the job statute I want. 
My process starts from understand the meaning of skills - Skills are the ability to use knowledge effectively when executing tasks. 
Prior to be a Spa manager and regarding to career progression I need to define a structured base focus on academic skills.
As Morgan (2017) said: “University is about preparing you for the start of your career and the rest of your life – extending your knowledge, your skills and view of `how the world works`.
Balancing the in-class learning and my home research I found that I need a good academic foundation to automatically growth professionally. Academic Skills involve “a collection of study habits, learning strategies, and time management tools that help students learn and absorb school lessons” - Upson, (2003). 

SKILLS EMPLOYERS SEEK 
My career aim is to work as manager in a Spa and during this stage I want to get more experience and growth professionally.
[bookmark: _Hlk17039147]Prior to my job analyse I realised the concept of employability skills and how they influence professional careers. Employability skills are defined as soft and transferable skills, these are the main point to get employed and to develop tasks required.
Morgan, (2017) described: “A job analysis is the process of identifying what tasks the job will involve. This is useful for you, so that you know whether you might like the job, and useful to employer who can use it to identify the kinds of qualities they are looking for.” 
I started from identify, analyse, and understand Spa manager role and which employability skills are relevant to get this job. As examples I collected some newspaper that shows how direct employers are when looking to recruit people, (find homework exercise in the Appendix 1), the information I collected talks about soft skills, ability to relate, empathise and find common ground, which are all vital to progress professional. 
During this research I noticed that due to the big competition in Beauty sector, employers are not only looking for certificated or graduated people, but they are focus on their employability skills, so in this way they can overtake their competitors.
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[bookmark: _GoBack]SWOT ANALYSIS and EISHENHOVER METHOD
After identify the skills I need to work as a Spa manager I prepared my SWOT analyse, so I could also identify my strengths, weaknesses, opportunities and threats, - as you can see in the Appendix 2 - I describe my analyse so it can help me to planning and focus on my objectives.
The Eishenhover Method also gave me more perspective of planning by organize duties and tasks defining priorities. This method uses the criteria IMPORTANT-NOT IMPORTANT, giving me the chance of manipulate the most relevant tasks. Find my Eishenhover Method in the appendix 2.

 PERSONAL DEVELOPMENT PLAN 
The in-class learnings encouraged me to develop researches, these researches brought to me different perspectives. I stopped thinking only about my final goal, so I thought that the best way was to create a solid structure to achieve my job. I was wondering about the skills I own at this stage, - what will make me different from another professionals so companies will contract me!
With the course of the lessons I learned the main steps:
1-I focus on define my goals: I want to manage a Spa and open my own business; 
2- Evaluate my current position, evaluate my skills and achievements;
3- I need to structure my personal plan to achieve it;
During this phase I started my Personal Development Plan, as you can see in the in-class exercises (Appendix 3).
I structured 6 sections, from goals projection to the completion divided in three stages: short, mid and long terms.  
This evaluation took me back to the last topic, about “what skills employers are looking for?” and then to realize what skills I need.

 SKILLS I NEED
To meet Spa manager responsibilities I need the following skills: verbal and written communication to handle with different responsibilities; leadership skills to know how to work as a team; time management skills to get the ability of anticipation in certain situations; customer service; problems solving and decisions making when interacting with the team or customers to resolve issues insuring work flows healthy and customers are satisfied; interpersonal skills are important because of customers interaction, colleagues and vendors.
Adding to the above skills, due the vast range of competitors and different standards, employers look for Spa managers capable to execute the following specific skills:
[bookmark: _Hlk17152708]Health and Anatomy skills; Products and treatments knowledge as a Spa manager this skill is essential to present products benefits and when recommending services to customers and closing sales; Time keeping: learning this skill the Spa manager will be able to create and keep deadlines, project management, manage appointments, make service decisions, etc…
The ability to work under pressure is also required to managers, so they know how to deal with stressful situations, how to react and manage them and how to deal with complains and busy days.
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SKILLS I HAVE and HOW DO I DEMONSTRATE THEM
With my background in Beauty Therapy level 3 and keep working in the Beauty sector for 3 years, some of the skills are already part of my curriculum although I am still learning and improving my knowledge, particularly the academic skills. At this stage I own the following Soft Skills: 
[bookmark: _Hlk17646316]Verbal and writing communication (academic skills) - I demonstrate these skills daily, by promoting ideas, resolving problems, communicating face to face with different people in assertive way, e.g. the in-class presentations or group discussions; 
Leadership – I practice discipline daily by dealing with different responsibilities, I demonstrate this skill during group works by using effective communication. 

Time management – I use time management daily when defining and planning tasks, defining priorities and fulfilling deadlines;                                
Customer service – I demonstrate this skill when carrying out treatments, giving assistance to customers during all the treatment process.
Problem solving and decision making – when I find a problem my first action is to fix it and provide a way that will avoid the same problem again. 
Interpersonal skills – I practice this skill at home, work, in-class, every time I interact with someone. Interpersonal skills demonstrate qualities and behaviour we use to interact effectively with others.
Soft Skills contribute to execute any career, even in personal life. These are considered transferable skills, the ability to understand and give instructions. 
I also own the hard skills:
[bookmark: _Hlk17649973]Health and anatomy skills, products and treatments knowledge – I demonstrate them during client treatments, e.g. during body treatments, massage or facials. 
Hard Skills are very pertinent to specific roles and work we are doing. I consider these skills the technical skills, they show how we should do the work.

SKILLS TO DEVELOP and HOW TO DEVELOP THEM
I think the best way to improve my skills is to keep focus on my objectives, keep practicing exercises to cover my difficulties, bringing together the academic learnings and implementing them on a daily basis.
Verbal and writing communication (academic skills) – dealing with customers, completing in-class exercises and homework, making researches and taking notes. These skills are a challenge for me because English is not my first language and I struggle to understand the meaning of some words or sentences. As you can see in the Appendix 4, I provide in-class exercises that shows my evolution using paraphrasing and summarizing.
Paraphrasing and Summarizing are great ways to avoid plagiarism and different ways to show comprehension and interpretation. Paraphrasing is when I put the ideas/texts of another person in my own words keeping the same context. Summarising is when I put others/texts ideas into my words but only including the main points – it is shorter than paraphrasing. 
In the Appendix 5 I present my “reference” exercises. I am quiet confuse about how to refer, (I know that I need to focus more on this topic). These exercises also help me to develop academic writing, essays or reports, avoiding plagiarism and covering the real importance of academic integrity. To develop skills, I also implement them into my current life when socialising. Language is very important for me, making me feel more confident with others.
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Leadership – I want to develop this potential skill because will be important when managing group of people. I can develop this skill by offering me as group work responsible (for example: making part of community or university activities), making decisions and solving problems.
Time keeping and work under pressure – to develop these skills I will practice at my work university and personal life, providing different ways to control my schedules, meeting deadlines.
Health and anatomy skills, products and treatments knowledge – making sure I improve my knowledge by having regular training that will cover my professional update. 

……………………………………………………………………………………………………………………………………………………


CONCLUSION
My learning evaluation makes me conclude that Academic Skills are fundamental as a starting point, they represent an open door to employment but they need to work side by side with employability skills.
As Morgan, (2017), says on page 177: “University tries to prepare you to workplace, … on enabling to behave in a way that will also help you succeed in the workplace.” So, graduation need to be balanced with employability skills. Employees with these two capabilities are easily hired to work in successful companies. 
Companies want employees that can help them grow so they can win competitors. 
With this process I feel able to define my goals and outline the best way to achieve them.
Through my researches I found important skills employers are looking for, and these will be present during my academic and professional evolution. Skills are the main thing employers are looking for, a mix of soft and hard skills.
To get the job I want, and considering that I am still developing the academic stage, I`ll work hard to develop my skills by committing myself to put what I have learned into practice. As I developed my Personal Plan I will be focus on it, for sure it will help me managing my academic and professional life, and hopefully I will find the job I am looking for. 
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APPENDIX 1


Qualifications are the easy bit: how to build your job skills
What skills do you need to make a career in finance
by JAMES FITZGERALD
Posted 16 AUGUST, 2019
[image: ]
Almost two decades of schooling and higher education may all lead inexorably to the workplace, the actual realties of work may all too often remain abstract when taking the first steps into employment.
At our Next Generation forum in London earlier this year, more than 50 young delegates listened to our guest speakers talk about industry myths, 'important modern skills and why [image: ]there is a taste for change in regard to career progression within financial services.[image: ]
Speakers agreed there are some basic questions industry hopefuls need to think through as they begin to think ahead. Where do I want to go? How do I get there? What skills do I need? And is there a better way to get where you want than sharp elbows?

Bev Shah, chief executive of professional network City Hive, said that financial services[image: ]
[image: ]
[image: ]focus too much on academia and qualifications and not enough on soft-skills such as the [image: ][image: ]ability to relate, empathise and find common ground, which are all vital 'if you want to [image: ][image: ]progress in your professional career.'[image: ]
ADVERTISEMENT
SCROLL TO CONTINUE WITH CONTENT
She said this meant 'bringing your whole self to the work place' and said that when working in a client focused, relationship-led industry, young professionals shouldn't 'hide who they are'.
'I'm a big believe of bringing yourself to work, she said. 'l struggle with this personal and personal persona. I think if you are dealing with people on a daily basis then you have to interact with people, the industry is opening up to the idea of bringing your whole self to the work place, you don't need to hide who you are.
'When I changed companies, I didn't have to change who I was, the people came with me because they knew me. We are all people at the end of the day.' Said Shah.
[image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ]Karis Stander, managing director of sector recruiter Investment 20/20 agreed, and said that a narrow regulatory focus on qualifications led too many to believe that studying was the primary route to success.
'Exposure within a company means more than what you are doing in just work impact,' he said. 'What you are doing is networking, letting people know who you are and what you are doing, It is about exposure to colleagues and clients. Work with different people, vertically above you or horizontally, get that exposure and that then helps your development.'[image: ]
Michal Freeman-Shor, senior associate at law firm Shoosmiths, added that qualifications are just one pathway to success and that in this new, truly global world the younger generation of professionals needed to 'keep up with subject matter and soft-skills' otherwise they will 'fall behind.'
As well as this, Freeman-Shor said 'leadership is not just about being a CEO' and that being confident and ensuring both senior and junior colleagues 'want to work with you' is a huge piece of the corporate puzzle.
[image: ]'To succeed, you need subject matter and soft skills, otherwise you won't keep up in the [image: ]global world, it is not just qualifications. Most importantly, you need to be confident in [image: ]yourself, leadership is not just being a CEO.[image: ]
'Everyone can be a leader. You have to be able to ensure that those people who are

working with you, whether they are senior or junior colleagues, that they want to work with
[image: ]
you.'


magazine,ik/?
[image: ]
[image: ]	Strategic HR v	Operational Efficiency v	Personal Development v
[image: ][image: ][image: ][image: ]Employers from a range of sectors will be consulted about the framework and il will go through several development stages. The final version is expected to be published in Spring 2020.
Chief executive of the Royal Society for the Encouragement of Arts, Manufactures and [image: ]Commerce (RSA) Matthew Taylor (https://wwvv.hrmagazine.co.uk/hr-mostinfluential/profile/matthew•taylor) called for a universal skills framework in his review of [image: ]modern working practices (https://hrmagazine.co.uk/article•details/two-years-since-the-taylorreview-what-next) in 2017.
He welcomed the creation of a new Essential Skills Taskforce: 'With the nature of work continuing to evolve, it is challenging to predict exactly what technical abilities and skills will be needed in years to come. However, there's growing recognition that the core skills, which are essentially hu man and behavioural (https://www.hrmagazine.co.uk/article-details/whatautomation-means-for-hr), will be vital in almost all jobs and roles."
He added: '"The work of the taskforce is an important step towards achieving a common understanding of these essential skills from education right through to our workplaces. Establishing a framework and a common language for these skills is vital[image: ]
[image: ]
(https://hrmagazine.co.uk/article-details/matth eel-lay t or-in-conversation-with-cary-cooper) in creating the clarity we need to achieve more productive, high-performing workplaces that enable people whatever their backgrounds to feel engaged and empowered in their jobs."
John Holman, Emeritus professor of chemistry at the University of York and former STEM skills adviser to the government, will chair the Essential Skills Taskforce. He commented that despite the rise of automation at work, employees will still need specific skills that can't be replicated by technology.
Elf you ask employers what they are rooking for in the people they hirer "they increasingly specify essential skills like communication and teamwork, They take for granted that [image: ]employees must have sound educational qualifications, and what makes the difference is the higher order essential skills which a machine cannot offer," he said.
[image: ]producing a universal framework of essential skills that are clear. measurable and authoritative, we will give employers a toolkit that they can use to select and train the employees they need to succeed in tomorroWs workplace. Equally importa ntiy, it will be a toolkit that schools, colleges and universities can use to hetp the students develop these skills."
News of the framework comes as students receive their A-level results today (1 5 August). Rachael Saunders, education director at BITC, said that some of the skills needed at work are [image: ]frequentty overlooked by the education system.
"While the knowledge that young people will gain through their studies is vital, essential skills such as teamwork, creativity, leadership and problem solving are in danger of being forgotten. These skills are valuable now and will remain vital in the future as a balanced focus between know:edge and skills directly links to the LJKs economic development and productivity," she said,
[image: ]Employees and students must be supported to build the skills they need now for our [image: ]changing world of work, and given access to learning that will equip them to develop the skills they need for the future (https'.//Www.h rmagazine.co.uk/article-details/case-study-unitedutilities-removes-the-stigma-of-reskilling)."
Saunders called on employers and educators to work together to address the skills chal lenge in the UK. "If businesses are looking for specific essential skills. they need to work with educators using a curriculum that's relevant to modern life. This will ensure that businesses benefit from the workforce of the future having the skills they need while leading the way in providing good and fair employment opportunities to all, regardless of background," she said.
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Trinity Saint David Academic and Employability Skills (ACE) — term 1
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In-class exercise 1: Paraphrasing

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).

Student Name: AM[A_ALMELM_ Student ID: Jﬂﬁiﬁ.ﬁ_

Ex.1

Write a paraphrase of the following passage

Mike Erwin never envisioned himself as a'social entrepreneur or activist. While he was no stranger
to leadership positions, his primary experience had been in large, structured organisations. He
thrived in the highly regimented program offered by the school. Later, Erwin excelled in his
assignments in the Army, winning multiple awards and medals. However, the founding and growth
of Team RWB had none of the characteristics of his previous endeavours.,Erwin’s enthusiasm and
the organisation’s mission caught on rapidly and Team RWB attracted media attention
disproportionate to its size. Very quickly, the organisation grew beyond anything that Erwin had

anticipated. Without any intention to do so, Erwin accndently[bfcame an entrepreneur.
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In-class exercise 1: Paraphrasing

Ex.2. Decide whether the paraphrased passages are acceptable or unacceptable by circling thes
correct answer and briefly explain why.

Original Source: A key factor in explaining the sad state of American education can be found in
overbureaucratization, which is seen in the compulsion to consolidate our public schools into massive factories

and to increase to mammoth size our universities even in underpopulated states. The problem with
bureaucracies is that they have to work hard and long to keep from substituting self-serving survival and
growth for their original primary objective. Few succeed. Bureaucracies have no soul, no memory, and no

conscience. If there is a single stumbling block on the road to the future, it is the bureaucracy as we know it.
Edward T. Hall Beyond Culture, Anchor Publshing, 1977, p 219

n
¢
Paraphrase 1 - acceptable /Qaccepta}g (\)1\,“\

Reason:

American education is overly bureaucratic. This is manifest in the increasing size of educational institutions,
even in small states. Bureaucracies are bad because they tend to work to promote their own survival and
growth rather than that of the institution, as was their initial objective. Most bureaucracies fail because they
have a conscience or a soul. | believe that bureaucracies are the biggest stumbling block on the road to the

educational future.
Paraphrase 2 vacceptable ¢ U ytabi
Repson it nﬁm{z w/ay eils
ol ) : J
lion has proved tojbe a major stumbling block on the road to our educational future. American

Bureaucratiz:
institutions have become factories that are more conducive to the growth of bureaucratic procedures than
to the growth of the students who attend them. Bureaucracies have to work long and hard to keep from
promoting their own survival rather than the educational goals that were their primary objective.

g yﬁﬁ@é wd

G,

Bureaucratization has proved to be a major stumbling block on the road to our educational future. American
institutions have become factories that are more conducive to the growth of bureaucratic procedures than
to the growth of the students who attend them. This means that, as Edward T. Hall says in his book, Beyond
Culture, today's educational institutions "have no soul, no memory, and no conscience".
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M by the increasing bureaucratization
atisation is one of the key factors

of bureaucracies to promote
e that tendency. He believes
blance to factories than to





image82.jpeg
; N e
e wame: AHARIA_A/ HEZIA

Paraphrasing Exercises
adapted from http://web.jjay.cuny.edu/~esl/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.
2. 25% of babies are born to mothers who are adolescents.
J One out of four adolescent mothers has another baby before the first baby reaches his second
birthday.
A quarter of adolescent mothers gives birth when their first born is two.
- 25% of adolescent mothers become pregnant again when their first babies are two years old.

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 0% of the country's wealth.
/@ 40% of the country's wealth i in the hands of only 1% of Americans.
. 99% of Americans own 40% as much as the richest 1%.

When the jury announced its verdict, the judge was relieved.
. 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 relief.

3. ihe judge was relieved when the jury was finally ready to announce its verdict.

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

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.

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

d. Girls who testify about maternal abuse tolerate abuse as adults more readily.

5. Martha thinks that the issue of adolescent problems is important to write about.
a. Martha thinks that adolescents like to write about their problems.

J Martha feels that writing about adolescent problems is worthwhile.
T 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 homele7eople do not like homeless shelters and prefer to

as they do now, /
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