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1. Introduction
In this assignment I am going to write about skills, what is a skill, which will be supported from the different types of skills and while I doing so I will bring an academic definition, examples of it and even bringing references. In the main body of the assignment I would write about academic, adaptive, hard and soft skills, as well bringing an explanation and giving examples with references, but also I will develop my personal and professional development plan (PPDP) and my personal SWOT Analysis.
At the very end of this assignment I would provide detailed references and I would even bring examples of in class exercises. As this would be an academic assignment I would add up literature from academic books, articles and I would follow the Harvard Style Referencing system as advised by my University.

2. Skills 
Skills is the ability to do something well with best results, and an example would be when someone organizes their time very well, that is mean it has time management skills or another one would be, “In business, the ability to give a good presentation is seen as a fundamental skill”, (Morgan, 2017).

3. Consider the different types of skills
There are four main different types of skills that most people would benefit if they had and those are: adaptive skills, academic skills, transferable skills and job related skills.
Adaptive skills (Ad) are those skills that we have learned and use in our daily lives, but also help us to govern our interpersonal interactions and determine how we manage ourselves. This can be beneficial in many situations, for example when dealing with a problem and knowing how to approach it, can determine the outcome and find a solution quickly.
Academic skills (Ac) are those skills that are used for developing and for study, considered critical and essential to success in school (appendix), for example, by having good researching skills it can help us to find information quickly. Another example would be writing effective notes because “Effective note taking is an essential skill for students to learn before they go on to further education”, according to (Cleeve, 2018).
Transferable skills (T) are those which can be moved from one situation to another, and a good example of it would be communication, also this can be beneficial as we can approach the issue differently and taking more care, this can mean that we are aware of the problem and therefore calm the situation. And because is a two-way process “Communication skills are crucial regardless of the situation”, that is why it is so important, according to (Duszynski, 2020).
Job related skills (J) are those skills which are specific to a situation, for example communication, team work, problem solving, planning and organising, also these are just a few examples of many job related skills that people would benefit of having. By having good team working skills it can help because we are able to work with other together as a team and accomplish a task, also by having communication skills it can help because we are able to make ourselves clear and easy for everyone to understand, therefore we can explain difficult situations to others and help guide them. According to (Reddy, 2016), “Planning is necessary for an ongoing step for organizational goals, section and division and team objectives”, but also if we have planning and organising skills we are able to plan something and then we know exactly what to do because we can follow the plan.

4. Consider further classification for:
Academic skills: - these are skills which help you become a more effective learner, improving research skills and study skills (appendix). By developing good academic skills will help us to achieve the academic success which reflects our full potential, for example preparing for an assignment this can mean that we do research on the topic and find useful information which can help develop our knowledge on the assignment, therefore this can make the work easier for us when it comes to doing the assignment.
Employability skills: - an employability skill is a skill that is needed by someone to make them employable, is also defined as a transferable skill and are a set of skills that are necessary for every job. Also employers are often looking for job candidates with good technical understanding and subject knowledge. Some of this skills can be collaboration, problem solving, organizational skills or technology use, also these are a few that an employer could ask for. An example would be when an individual is good at creating and implementing solutions, then it increases his chances of getting hired by having problem solving skills, because there are many companies that faces a lot of obstacles.
Hard skills: - also called technical skills is a hard skill that includes the specific knowledge and abilities required for a job, but also is the ability to read, write, math or the ability to use computer programs and is a type of skill learned that can be evaluated, defined and measured, but also is a teachable skill. A good example of hard skills is when someone has good computer skills which include managing computer files, word processing and creating presentations. According to (Kagan, 2018), “Fluency in a second language, knowledge of Photoshop or PowerPoint, or expertise in carpentry are all hard skills that can be learned and improved upon with practice”, and in my opinion it refer to the ability in any compound task.
Soft skills: - these are personal attributes such as communication, personality traits or characteristic social cues that people have and are very important for a job applicant. Having people skills is important as it helps to communicate effectively with people in a friendly way and an example of this can be personal habits and traits that shape how we work on our own and with others. According to (Doyle, 2019) an example of soft skills relating to critical thinking is “Employers want candidates who can analyse situations and make informed decisions”.

5. SWOT Analysis
	Strengths

· I have good math skills ( level 2 numeracy at College in London)
· I have a fast thinking in almost any problem
· I have professional skills ( NVQ Level 3 certificate)
· I have completed a job of three months at work with higher results
· I am a team worker 
· I am a quick learner
· Understanding, reading and speaking three languages (Romanian, Spanish and English)
· I am really good at using my time wisely
	Weaknesses

· Not creative enough
· I am easily distracted by things going on around the house 
· Reserved, almost shy
· I am bad at public speaking
· Perfectionist
· I am easily bored with routine work
· It is difficult for me to work with certain personalities
· I sometimes lack confidence
· I am an introverted person


		Opportunities

· I have passed an important job related exam
· Working in a team
· Work abroad
· Study abroad
· Get experience of the world of work
· Learn new languages
· Working and studying at the same time
· New challenges
· Learn new languages
· To earn money to help my family 
	Threats

· Being a bit shy I missed a chance of a better job
· Used to work for a small company which does not offer professional training
· Work competition of advancing to the next status
· Responsibilities at work  takes up a lot of time regarding studies




6. Personal Development Plan (PDP)
One of my near future goals is to graduate the University with the best and the higher results, so in this way I can pass to the next status in my career, and another goal would be to pass the (SMSTS) course, which is the course of becoming a Manager in Construction Industry. In order to get that I need first to study as much and as smart as possible, and an important thing is that I want to achieve this goals in the next year at University and in the next three years regarding my work status.
First of all I want to prioritise these goals of mine by allocating the most of my time as much as possible and to put them on my first-thing-first list so in this way any other thing that is not that much important can wait, because I want to prevent any future problems.
In order to develop that, I need good researching skills because it will help me through the educational course but also with work, this can come in handy and help me when I am doing assignments and researching online through text books. Another skills that I have to improve is communication because in my opinion is a must and it is a helpful key to success when at University or at work, but also time management skills because is an essential key being punctual and always on time, and this it is giving me a positive feeling and therefore people can trust me if they need to rely on my help. A quote in which I feel very well identified is “Being good at time management is vital, crucial, important, and so on, in lots of different ways”, (Morgan, 2017).
When it is about my educational career, in order to develop all these skills, I would say that I want to improve them by the end of the year at University or why not in the next few months because I feel more confident when being at school and learning new things. As for work a deadline for me to pass the exams that will put me in a better position would be the next three years because it will take me a lot of time to prepare.
I can say that I already faced many obstacles in my way to success, most of them at workplace, for example when I was about to start to work as a Supervisor there was only one place at the company at that moment and we were three candidates, and that competition was a big threat for me because I really wanted that job. (Kinicki & Williams, 2009) believed that “anything that may stand in the way of accomplishing one’s goals, including factors that negatively affect your ability to compete with others” is a threat but I normally treat these obstacles as a challenge or opportunity because I always wanted to take the positive part of anything, even knowing that it is an obstacle for me to achieve my goals. At the moment, I consider that the only threat for my future plans and for achieving my goals is the responsibilities that I have at work because it is takes up a lot of my time and I feel that I cannot dedicate enough time to my studies.
According to” (Kinicki & Williams, 2009), opportunities are “situations that present possibilities for exceeding existing goals”, and in my opinion one of the most important opportunity that I had to improve the skills that I needed the most is going to the University because it is provides me a lot of resources to learn and a lot of qualified teachers to help me to advance in my career.
My plan to develop these skills for my future career is to continue attending the classes at University so in this way I can study more and practice until I will get the best results in my academic career.
Before the University I used to have weak researching skills, however I developed them by using different researching skills such as text books and using the internet to find information, this has helped me come a long way and improve week by week. My communication skills has improved a lot since the beginning of the school, because I can say at the start of it I was not that confident on this field but passing the time I realised that my communication is improving more and more thanks to the University course. Also with the time management skills I am more confident now because thanks to the University I am a way more organised person and I can manage my time efficiently. The course has helped me develop these skills even more, but currently I am at an average level I would say, and I have a few skills developed. Through this course my researching skill By attending the course will help me even more find them skills and understand the importance of different status, and it will help me as at times I will need to lead presentations in front of a large group and therefore it can build my confidence.


7. Conclusion
That being presented, in this assignment I have focused on the main points of skills, meaning the different types of skills, such as hard, soft, academic and adaptive, including their academic definitions and examples, and also I came with references to support my writing. In the main body of the assignment I explained my personal SWOT Analysis by creating a diagram representing it, and I introduced my personal/professional development plan (PPDP), as well bringing examples and references.
At last, I will provide references following the Harvard Style Referencing as advised by my University and I will display a couple of pictures with examples of in class exercises. 
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