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Skill is the ability to do something well. Although some individuals possess natural talent, skills can also be worked on over a period of time. 
During our academic journey, we are required to learn and develop what are known as academic skills which are the abilities that will help a student’s academic career progress from high school to university and then on into the future. Some examples are essay writing, paraphrasing, summarising, library research, time management, teamwork, making presentations, citing references, critical analysis, and reflective and creative thinking. 
One goal of a university course is to prepare for work by learning and improving employability; employability is “a set of attributes, skills and knowledge that all labour market participants should possess to ensure they have the capability of being effective in the workplace – to the benefit of themselves, their employer and the wider economy” (Confederation of British Industry (CBI), 2010, p. 5). Another definition of employability is given by the Higher Education Academy (HEA), that says it is “a set of achievements, skills, understandings and personal attributes – that make graduates more likely to gain employment and be successful in their chosen occupations, which benefits themselves, the workforce, the community and the economy” (Yorke, 2006, cited in HEA, 2011). It is important to point out that employability skills do not purely focus on finding a job, but also help to develop a career while supporting a company. 
Skills can be divided in hard and soft ones. Hard skills are teachable abilities that are easily measurable. This skillset is comprised of technical abilities that are necessary carry out the job. You can develop these skills in the classroom, through an online course, by reading books or by participating in internships.
In contrast, in every job, we will need to have also soft skills which are common to all types of work. These set of skills are a combination of attributes that make a good employee. Some examples are communication (speaking, writing, listening), leadership, time management, collaboration, planning, organization and problem solving.
Nowadays graduates must develop new skills, because as Keith Herrmann (deputy chief executive of the CIHE, Council for Industry and Higher Education) explains: “...pure business skills are no longer sufficient. To add value to the workplace, graduates will need to distinguish themselves by developing entrepreneurial skills that enable them to seize and exploit opportunities, take risks, think strategically, work flexibly, manage complexity, and acquire the more generic employability skills needed for the workplace, such as team working, communication skills, and commercial awareness” (NESTA et al., 2008a, p. 1). Every company will look for employees with some specific skills and ability but all of them are looking for some general one; so, at the end of our academic course we should have some personal transferable skills. These are ‘’ behaviour that can occur and can be develop in a variety of different situations in order to perform well’’ (Morgan,2017, p.24) 
In this essay I am going to discuss some of the soft skills, in addition to explaining why they are desired by companies and focus on the most important ones for the estate agent roles I would like to pursue. 
COMMUNICATION: Effective communication skills can help build good relationships with colleagues and clients. This can create a good working environment for completing tasks more efficiently, bringing more satisfaction to existing customers and finding new clients and business opportunities for the organisation. As an estate agent you will have to spend a lot of time talking with people so your communication skills can define your success. In fact, you must negotiate with clients and in order to do this successfully it is required that one has an in depth understanding of propriety language and active listening.
INTERPERSONAL SKILL: Building trust and strong relationships with key stakeholders in a business. Another “soft skill”, successful interpersonal communication allows employees to find common ground, display empathy and build bonds with one another. Interpersonal communication means not only connecting on a business level, but on a personal level as well.
TEAMWORK:  The effort of just a single person is often not enough. In order for bigger tasks to be completed within a business, people must work in teams to complete objectives successfully. Teamwork can speed up the progress of tasks and through brainstorming create better ideas for the company; this means talking with people with different points of view, ideas and ways of working and incorporating them to reach a common purpose. 
SELF- MANAGEMENT: Companies also need individuals that have self-management skills to prioritise their workload by themselves without the need of supervisors to constantly watch over the employees and tell them what to do (i.e. avoiding micromanagement).
PROBLEM SLOVING: In this competitive world, having staff members that can think independently and on their feet is critical to a company’s success. Companies will at some point face unexpected problems. The ability to solve these problems enable the company ride out any storm.

PERSONAL SWOT ANALYSIS
After identifying the employability skills companies need, I made a personal SWOT Analysis based on actual experience and took an online self-assessment test called Mind Tools Analysis. SWOT is an acronym for: Strengths, Weaknesses, Opportunities and Threats; it is a structure that can be used for making a plan in a strategic way for reaching your goals.
(S)TRENGTHS:
The results of my personal SWOT analysis helped me to identify that I have gained a significant amount of work experience in addition to developing a positive and adaptive character which has helped me to build strong relationships within teams. I am good at organising my personal workload and I have a useful network of associates who help me to deal with problems at work. Three years ago, I attended a bartending school and received a certification with a score of 83%, this aided me to build up my self-esteem and made me understand that I want to continue my studies for the long-term goal of starting my own business. My rapport building skills have taken me very far in my personal life and my career. They have enabled me to find more opportunities, try different roles and gain more skills. 
I can speak three languages - Italian, Albanian and English. This is important for my career because it could create unique possibilities for a future employer that would lead to them choosing me over other applicants. As Schulz (2008, p.4) says in his study that today job market ‘’is becoming ever increasingly competitive. To be successful in this tough environment, candidates for jobs must bring along a ‘’competitive edge’’ that distinguishes them from other candidates with similar qualifications and comparable evaluation results. And where do they find this competitive advantage? In bringing along additional knowledge and skills, adds up by convincing personal traits and habitats.’’ 

During work it will be important because speaking a client's first language will help me to create a personal connection with them and build trust, which is fundamental when buying or selling a house. As Stoakes (2011) says “being able to talk to clients, finding out what they want, why they want it, what they will do with it and what they are prepared to pay” is important and this is easier to do if you speak the same language.
 
(W)EAKNESS:
I do not have a good sense of time management outside the workplace and this affects my development of languages and communication. There are occasions where I find myself leaving tasks that I should complete immediately on my to-do list and then finishing them at the last minute. Another area of weakness is my current academic skill of paraphrasing in English (as you can see in the attached document). This shows that I need to expand my vocabulary.
(O)PPORTUNITIES: 
I have opportunities to learn how to direct myself so I can make better choices for my future. This in turn will help me with other abilities that I am trying to develop. My relationship building skills have opened up new opportunities for me in education. Meeting another Italian speaker in London led to me finding out about a business course offering a qualification that will help me to begin my career in real estate.
(T)HREATS:
It is important to be cautious about anything that could hinder or prevent my self-development. This includes getting too emotionally involved in projects in the work place and spending too much time networking with friends. Over time I have come to realise that not managing my time outside of work has been one of my biggest threats. Also deciding on an effective budget when socialising has sometimes been a challenge.

PERSONAL PLAN DEVELOPMENT based on SMART
‘’Personal development planning enables individuals to take charge of their own learning. Learning becomes a proactive as well as process, designed and prioritised to support immediate development needs as well as longer term ambitions’’ (AUA Postgraduate certificate in Professional Practice (Higher Education Administration and Management (OUVA)).
My personal development plan is shown in the table below. It shows my goals and the skills that I need to improve before the end of 2019. I used the S.M.A.R.T. method to make this plan. 
S.M.A.R.T. is an acronym that means that every goal that you seat needs to be: Specific (answers the question what do I want to achieve? "how will I achieve it?"), Measurable (answers the question "how long will it take?’’), Achievable (answers the questions "can I reach what I am aiming for?’’), Realistic (answers the questions, "how feasible is this?”), Time-based (answers the question, "when do I see myself completing this?").
My goal is to complete my study and after that to become an Estate Agent so these are the skills that I need to improve, the specific action that I will do, the target date that I will reach them and the how I will reach them. 



Communication Skills
	Specific Action
	Measure 
	Target Date

	· Finding books in the library to learn English grammar
· Speaking only in English with everyone
· Watching and reading the news in English
· Listening to talk shows on the radio
· Taking private English lessons
· When reading articles or books in English, looking up the meaning of words that I do not understand and making notes
· Attending Toastmaster events in London

	Feedback at the end of term 1 and term 2 to see how much my English is better.
	End of December 2019



Initiative and Enterprise Skills
	Specific Action
	Measure 
	Target Date

	· Finding a part-time job 
· Volunteering for a charity
· Working for an estate agency as an apprentice
· Taking estate agent courses

	Search LinkedIn for a school or a business that has social responsibility initiatives for opportunities.
	End of December 2019



Team Working
	Specific Action
	Measure 
	Target Date

	· Working in teams on group assignments 
· Meeting with group members to talk about the group work

	Results and feedback from the professor
	9th September 2019 







Time Management
	Specific Action
	Measure 
	Target Date

	· Balancing time for study, work, and personal life
· Buying and using a diary where I can write what I will do everyday
· Making a table with a plan for the day and keeping it on my desk

	Planning every single day with the Eisenhower method learnt at school, to ensure that I complete the things that I have planned for the day
	Everyday 



Technology Skills
	Specific Action
	Measure 
	Target Date

	· Finding and attending a course on programming and use of Microsoft Office, and Artificial Intelligence  

	Feedback from the professor of the course
	End of December 2019




Conclusion 
As you can see from the report, I am aware of what my target is (finishing my studies and become an Estate Agent) however at the same time I know that I need to work on improving my academic and employability skills. 
I need to begin to improve my communication skills, improving my English is crucial in successfully completing this course, to find a placement and thereafter to secure a job.
This assessment has aided me to understanding my strengths, weaknesses, opportunities and threats. I have been able to self-examine myself to make improvements to my overall progress both academically and in my career.
The skill that I need to focus on in order to see an overall improvement in my productivity is time management, due to the fact that I currently spend a significant amount of time on unnecessary activity (social network and socializing). To reach my full potential I need to learn how to prioritize, focusing on the important things (studying, reading, search for articles, read and rewrite the notes taken during classes). 
Providing that I am following my development plan I will be fully equipped to take on all challenges in both my personal life and my aspirations of a career in real estate management.
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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.

The success of ALDI

The food retail industry is a highly competitive market. Aldi understands that its customers want
value for money but do not want to compromise on quality. This case study will demonstrate how
Aldi uses a lean approach to its business operations to offer its customers quality products at
competitive prices. What distinguishes Aldi from its competitors is its competitive pricing strategy
without reducing the quality of its products. In fact, in some cases Aldi’s products are 30% cheaper
than those offered by its competitors. Aldi can do this because the business operates so efficiently.
The three core values of Aldi are simplicity, consistency and responsibility. Lean production ties in
closely with these values. For example, Aldi stores are simple in design and all stores are very similar
which creates consistency.

For Aldi operating efficiently involves reducing costs in all areas of the business. Some of the key
areas where Aldi is able to minimise costs are by saving time, space, effort and energy. Aldi’s
approach to doing this is to run its business around the principles of lean thinking. Whereas other
food retailers have elaborate displays, additional services and promotions that draw customers into
the business, Aldi’s core purpose is to ‘provide value and quality to our customers by being fair and
efficient in all we do’. The principles of lean production are planned and built into everything that
Aldi does. This starts within its supply chain. For example, up to 60% of Aldi’s fruit and vegetables
are sourced locally where possible, reducing the need for long and costly delivery journeys.

The principles of time based management are also built into the training provided for Aldi's
employees. Through training staff to do a variety of tasks around store Aldi can minimise its staff
requirements. Staff costs can also be reduced as fewer staff are required if they can perform a
variety of duties throughout the store. Aldi’s ‘no-nonsense’ approach to retailing therefore leads to
cost saving in numerous areas. These cost savings are passed on to customers in the form of lower
prices, allowing the business to differentiate itself from its competitors in terms of price, as well as
the quality of the products it has on offer.
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Ex.2
This task is designed to see if you can summarise ideas from course materials in your own words.

Re-read the text ‘The success of ALDI’ on previous page. Now answer the following question in
your own words: What factors contribute to ALDI's success? Write about 175 words.
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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

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 accidently became an entrepreneur.
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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.
Edbward T. Hal, Beyond Cultuce, Anchor 2ublishiog, 1977, 0. 219
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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 bi%ge;t stumbling block on the road to the

educational future. N y
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Bureacratization has provad to be 3 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. Bureaucracies have to work long and hard to keep from
promoting !helr own survlval rather than the educational goals that we ethelr p(lmag objective. 3
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Bureaucratization has proved to be a major stumbling block on the road to our educational future. Ame#c(an

THANTI
institutions have become factories that are more col e to the growth of bureaucratic procedures than . se
to the growth of the students who attend them. This means that, as Edward T. Hall says is book, Beyon: UBEUT
Culture, today's educational institutions "have no soul, no memory, and no conscience"..
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In his book, Beyond Culture, Edward T. Hall discusses the problems posed by the increasing bureaucratization
of American educational institutions. Hall maintains that overbureaucratisation is one of the key factors
governing the state of education in America today. He points to the tendency of bureaucracies to promote
their own growth and survival first and foremost, and ahserves that few overcome that tendency. He believes
that this is responsible for the fact that many public schools bear a closer resemblance to factories than to
educational institutions. In Hall's words, "Bureaucracies have no soul, no memory, and no conscience.”
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