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Introduction


The academic and employability skills are extremely important part of the professional job market. New detentions and reality make an eternal developing process of continuous learning and developing of the necessary labour market skills (Johnson, 1990). The important skills in effective communication are paraphrasing and summarizing the opinions and they are included in this study.   The employers need wide range of professional academic and employability skills and to reach new approach focuses on the individual employability skills. The labour market conditions are incorporating into personal employability skills. Professional education and trainings mean qualified skills workers, increased productivity and developing and evolving employability skills (Lafleur, 1995). These skills are with highest standing for the present employment marketplace. The important skills in effective communication are paraphrasing and summarizing the opinions and they are included in the study. Difficulties in clienteles’ requirements, existing sophisticated administrative expenses and request for quality services and products put pressure and generate life long-lasting shifting employability skills. 















    Methodology
This report advanced from current investigation into Academic and employability skills topics and the knowledge from the writers Maundy, Morden and Weiss. There are various academic and employability elements that are the basis of the existing research. 

Academic skills
Academic skills are a gathering of education behaviours, scholarship tactics, and period administration utensils for education and developing (Higson, 2008). Process of learning is a masterpiece from all information needed. The academic skills are master educational concepts (Gudykunst, 2005). These benefits are essential for the future success, career progress, to enrol life-long learning skills on the valuable educational ground. Academic skills are significant because formulates future profession career.  The employees go in diffident grounds. Academic accomplishment is a symbol of an advanced intelligence and helps for eternal career development  (Lafleur, 1995).  Academic skills mean a symbol of an advanced intelligence and helps for eternal career development.
Academic skills are: academic discourse to respond and ask the question to communicate efficiency in debates and performances; Academic writing tactics for skills analysing details (Robinson, 2000); Academic strategies to understand and response; Composition for effective academic writing and comprehension – skills for understanding the academic writings. Academical skills are a gathering of learning behaviours, learning tactics, and time management tools that help students learn and engage university teachings. Very important facts are computer literacy, perfect study skills and real-life consequences
Referencing is a significant fragment of the academic study. It places the academic work in context, proves the range and deepness of the study, and accepts another individuals’ research.
Critical thinking - the object examination and valuation of a subject in instruction to form a decision. The critical thinking skills are: creativity, analytical, open-minded and problem-solving. 
Paraphrasing is recapping somebody’s phrases and influential revenue to additional understanding between the individuals (Warren, 2007). Paraphrasing is important because uses own words to recreate the basis. This is powerful source for quotation in the communication. 
The summarizing is a brief summary of the greatest vital facts from communication from discussion, performance or text. This is a very significant skill for an operative communicator and to put major points of ideas. 
Feedback from in-class exercises are the real good attempt for summarising ideas in own words. The improvement is needed for paraphrasing as a tool of communication. 
Importance of paraphrasing and summarising are vital for future career development, and help to evade plagiarism. 

Employability skills

Employability skills are straightforward knowledge essential for receiving, developing and performance work as a professional. These are learning skills (Robinson, 2000). Employability skills can be considered as the transferable aptitudes required by a person to be employee. Alongside great specialized understanding and subject information, bosses frequently diagram a lot of abilities that they need from a worker (Lindsay, 2005). These abilities are what they admit to formulate the representative to finish their job properly.
Employability skills mean strong written, verbal and nonverbal communication skills.   Effective communication and interpersonal skills are required by employers and the employees must speak and write clearly, accurately and to be active listening. Teamwork – most of workplaces are real teamwork (Lafleur, 1995).  People must be self-confident and enjoy occupied with other with association, management prospects, trustworthiness and professional. Critical thinking refers to one’s ability to recognise, study, and interpret information and to have analytical skills, creativity, and problems-solving (Robinson, 2000).  Ethics means to trail the business-organisation instructions, to be truthful, honest and to act professional, responsible, integrity, empathy, compliance. 
Importance of employability skills are: Enforcement Index – for different government companies and used for enrolment percentage for baccalaureates for different universities and like a performance indicator for graduates.  Object – strong ties with state policy about the skills for the business and for the prosperity of the country (Johnson, 1990). Accomplishment, ability and aspects are for strong working power and more positives for the business. This is with the importance of scholar institutes; Organization demands – managers want employees with knowledge, skills, general skills, subjects’ skills. Extra labour activities like professional experience, volunteering, knowledge from all academicals studies (Warren, 2007). Employability skills are vital factor of graduate employability from the significant skills background. Transferable skills are dominant to the achievement of graduate employability and that their presence extremely challenges its other characteristics

The highest necessary employability skills are in the field of:

· Appropriating alongside with and functioning well with other communities, like     conversation abilities and different social skills;
· To be reliable and steady: accomplishing for delivering by the deadline admitted
· A consent to examine new skilfulness and activities (Weiss, 1951)

Figure 1: Employability Skills
Source: https://www.english.com/blog/academic-skills-for-higher-education/

Profession prospects start with academic skills from the education and continue with technical and employability skills to prepare the employee for career with higher teaching and trainings. Supplementary acquaintance and knowledge are for development of the career path and upgrade (Overtoom, 2000). The most important purpose is to be provided important educational skills to follow the career path. Higher responsibilities demand continuous improvement on academic and employability skills due to due to quality profile needs. This respectful attitude involves these routine substances. 
Effective process with communities and the competencies desired to work with different people are known as interpersonal skills (Robinson, 2000).  Efficient social abilities allow you to take part successfully as a part of the staff, satisfy clients’ and their needs, debates, arrange choices, resolve problems with different communities, and commonly work correctly with other workers  (Henson, 2010). Social abilities enable us to empathize and build report with employees and customers, mainly to have a better functioning background. Variety of operations covered via social skills, including:

· Communication capabilities - the skills are vital to conduct or obtain messages accurately to and from different humans through talking or in writing with clear understanding. The competencies include:

· Verbal Communication – the words for conversation, whether face-to-face or in writing. 
· Nonverbal Message – to speak and except arguments, for example through body language, voice intonation, emoji; 

· Emotional brain – or the capability to recognize, understand and control your personal and others’ emotions, and use them positively to acquire the desired outcomes (Atkins, 1999).
· Teams-working – the capability to work with workers in teams, both formal and informal. 
· Meeting, persuasion and influencing competencies – these skills all relate to discovering collectively agreeable solutions to problems, whether or not others accept your answers, or discovering a higher alternative through new alternatives (Lafleur, 1995).
· Conflict decision and negotiation – or the skills needed to resolve situations in a positive way, whether not the personal disagreements or these involving different members of staff (Overtoom, 2000).
· Problem-solving and decision-making – the abilities wanted to operate efficiently with employees to recognise, outline and resolve questions, along with choosing selections for the great route of performance (Moscardo, 1998).





Figure 2: Main Employability Skills
Source: https://www.trinitylaban.ac.uk/student-life/careers/finding-work/employability-skills


Figure 3: Employability Skills Development
Source: https://www.kent.ac.uk/ces/sk/skillsintro.html





Identify the skills you have using (SWOT) analysis and personal development plan

Skills required by employers:
Abilities to listen are extremely important and good employees prove that capability from the first telephone call, interview process and for eternal skills of learning abilities. (Warren, 2007) For the process of identification is important to have   strengths, weaknesses, opportunities and threats as a job-hunting to progress my profession development. This is the procedure of SWOT analysis  (Higson, 2008). Organisations are reimbursing additional consideration to the employability skills of the graduates (Gudykunst, 2005). The employability skills increase the standards for the ex-students should have are depend on business-organisation’s actual working circumstances and different corporations have different values. The most important skills for the employers are:  
Effective Communication skills
The effective communication skills at workplace mean a respectable connection with staff and managements and can create a great occupied atmosphere (Warren, 2007).
Collaboration skills
Team-working means work advancement, free-associating, new concepts and innovation for the organisation (Henson, 2010).
Problems-solving skills 
For the difficulties in the organisation is extremely important to have problem-solving skills.
Self-management skills
Organisations need to give their employees more flexibility and creativeness to improve the productiveness (Lindsay, 2005).
Development and establishing skills
Managers want employees for planning and organising the restricted bases to accomplish the important developing process for the organisation. 
Technological skills
In the era of rapid technology revolution and changes is vital for the organisations to follow the present tendencies and expansions management information over technology.
Life-long learning skills 
[bookmark: _GoBack]The employee’s unceasing education can let the organisation possess step with this quickly-develop civilisation, and workforces with the life-long knowledge skills can take reimbursements to the society (Moscardo, 1998).
Life-long learning skills 
The worker must be with life-long learning skills and to be ready to shift from one work to another and from one department to another.

Individual SWOT Analysis
Table 1: SWOT ANALYSIS IN MY CAREER PLANNING
	Strengths

· Work experience in Nursing Homes
· Education in Health and Social Care QCF Level 3 
· Trainings for First Aid, Manual Handling, Health and Safety
· Transferable Skills – Teamwork, Communication and Leadership
· Personal Features – strong work ethic, self-discipline, optimism, skills to work under pressure
· Network success
· Interactions with Professional Companies

	





	Weaknesses

· Lack of goals, lack of self-knowledge, Lack of enough work skills
· Poor practical and IT knowledge
· Poor interpersonal skills
· Poor work-hunting abilities
· Negative personal features –lack of motivation, emotional feelings





	Opportunities

· Positive trend with technology advance
· Enhancing educational skills at University of Wales
· Better self-knowledge and special work targets
· Opportunities for advancement
· Strong network
· Career path in Nursing Home for Unique Opportunities

	





	Threats

· Rivals with greater skills, knowledge and performance
· Competitors with better work-hunt abilities
· Obstacles in the way – lack of advanced education, more trainings needed
· Partial advancement in the specific field
· Limited professional development




Strengths are the individual advantages, own capacity of the accomplishment, the most influential arguments, own prospects form the company, enthusiasm influences and effects, the most famous accomplishments, and characteristics for realisation. Excellent teamwork and organisational skills, task-planning, self-management and leadership skills are the top priorities for the quality job. 
Weaknesses are the things that can be upgraded, what to be side-step, specialised weaknesses, and weakness in practical skills.
 Lack of: goals, self-knowledge, job-knowledge, motivation, emotional feelings.

Opportunities are auspicious projections, to develop acquaintances in the preferred field, variations in technology, way of life changes, and benefits in graduate degree, positive trend with technology advance, self-knowledge, enhanced CV after the university, foreign languages. 

Threats are complications, field changing, unexpected joblessness, and envelopment in possible arguments, more competitors with advanced skills, knowledge and obstacles in the way.

PERSONAL ACTION PLANNING
Skills and Knowledge to be developed
Effective communication skills:
Activities required:
More conversation at workplace and at the University of Wales
New followers 
Creativity in vital connections
On-line conversations with other people
Next month
To improve the communication with future university lessons
Power Points presentations at the University of Wales
Second Term
Measure:
Four subjects at the University of Wales during next two years 
Target date: By 01.08.2020

Problems-solving skills
Actions required:
Developing and improving the problems-solving skills at my work place and to use self-management skills to reach the goal.
To take decisions independently 
Second Term
Measure:
Examination the necessities of the University of Wales
To finished the tasks before deadline
Target date: June 2020
Creativity and initiative skills

Actions required: Volunteer for charity organisation
Some working hours as a volunteer for charity organisation
Measure: Second term
To develop advanced initiative skills
Work for Charity Organisation
Target date: the end of 2019
Teamwork skills
Actions Required: Power Point group presentation
Measure: Work in a group for presentations at the University of Wales
Target date: 17.07.2020
Planning and organisation skills

Actions required: Day by day tasks at the university
Measure: every day at the university
Target date: 17.07.2020 
Self-management skills

Actions required: to develop and take decisions independently 
Target date: 17.07.2020
Learning skills

Action Required: To finish all courses at University of Wales
Target date: 17.07.2020
Technology skills

Actions required: Power Point
Target date: 17.07.2020

CONCLUSION
This report is done for the academic and employability skills research about eternal developing process of continuous learning and developing of the necessary knowledge and skills for labour market and lifelong teaching. The graduate employability is set of achievement skills covered with SWOT analysis and Personal Action Plan. The improvement is needed for lack of target, lack of self-knowledge, lack of work-knowledge, and the lack of motivation. The most important point of this study are the employability skills required by employers – effective communication skills, learning skills, self-management skills, teamwork, plan and organisation skills, and problems-solving abilities.
Recommendations

This study is vital for academic and employability skills and recommends continuing improvement of these skills due to effectiveness. The role of continuous improvement, customer competency level and achievement of performance objectives, strengthen elements, feedbacks for mistakes to excellent job performance for every individual. Learning of new methods is high due to high level of developments. 
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Basic Academical skills


Learn


Personal Qualities


Spirutal Team


Personal Qualities


Efficiency


Self Directed








Reading


Listening


Responsibility


Writing


Sciences


Maths


Oral Communication


Higher-order Thinking Skills


Reasoning


Think Creatively


Decisions making


Problems- Solving


Self-confidence


Self-control


Social skills


Honest


Have Integrity


Adaptation


Flexibility


Well Work Attitude


Good Groomed


Co-operative


Sel-motivated


Self-management



Employability Skills


Communication and Literacy


Team Working


Problem Solving


Work Awareness


Self Management


IT Application



Commercial Awareness


Accepting responsibility


Evaluating options


Creativity


Professionalism


Problem Solving 


Team Working


Communicating


Organising 


Planning


Analysing


Speaking


Decision-making


Time management


Researching


Listening skills


Delegating


Negotiating


Motivating others


Working on your own initiative
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Time Management: The Eisenhower Method
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These activities usually get done.

Activi

with deadline - to renew my Drivi

g Licence, passport

Activities with health problems - to see the doctor, problem with the teeth
- to go to dentist,

Activities with crisis - for example in case of fire, natural desaster,
emergency,

These activities are deceptive — don’t confuse urgent &
important. Minimize these.

Activities with meetings - for example to meet my friends from Norwich,
to visit my relatives,

Activities with interruption - phone interruption,

Activi

{0 go to gym, cinema, thearter, city centre,

These activities are high impact. Make them a priority.

Activities with relationship - for example to finish relationship with my
friend.

Activities with planning - for example to buy new car, to buy second house
in the countryside, to go on holiday in Portugal

Activities for recreation - to change the house interior - new tables, beds,

| furniture.

These activities are usually a waste of time. Avoid them.

Activities for time wasters - to play game, to do crossword, to listen music
to watch TV, Sport events, mobile phones, reading,

Pleasant activities - to go for a cup of coffee with friends, to go for
massage, manicure,

Trivia - for example quiz time
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Personal Development Plan

Short-Term Time Frame

What do | want to
accomplish in the next
three to six months?

Mid-Term Time Frame

What do | want to
accomplish in the next
six months to two years?

Long-Term Time Frame

What do | want to
accomplish in the next
two to three years?

Section 1 - My Goals

What are my overall goals
that | want to accomplish
in this time period?

Example: become a
Student Affairs Officer;
learn computer graphics

To start my own
business

To register my own
company

To give jobs to the
emploees and to
expand my business

To open branches in
the other cities

Section 2 - Skills and
Knowledge to be
Learned

What specifically do | need
to learn? What project do |
need to work on?

Example: Student advising;
Banner; Dreamweaver;
develop a procedures
manual

Communication skills
Leadership ability
Confidence

Organisational skills

Problem solving
ability

The ability to work
under pressure

Commercial
Awareness

Negotiation and
persuasion skills

Section 3 - Next Steps

How am | going to acquire
the skills and knowledge?
How am | going to do this
project?

Example: take
Dreamweaver class; do an
informational interview; set
up a project outline

Ineed to improve my
communication skills in
the University of Wales
and I'll become more
confident

I need to become a
member in the
industry I am
interested for and to
become more
independent with
leadership skills

Psychology courses
online

to finish
commercial courses

Adapted from: http://www.hr.ucdavis.edu/sdps/forms/IDP%20Final?%2010.14.11.pdf
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Short-Term Time Frame

What do | want to
accomplish in the next
three to six months?

Mid-Term Time Frame

What do | want to
accomplish in the next
six months to two years?

Long-Term Time Frame

What do | want to
accomplish in the next
two to three years?

Section 4 - Resources

What resources do | need?

Example: free time; funding

Free time
Funding
Legal help

Advisors

Free time
Employees
Legal help
Advisors
Funding

Free time
Employees
Funding
Advisors
Legal Help

Section 5 - Time Schedule

What is my time schedule?

From 9am to Spm
Monday to Friday
for next six months

From 8 am to 5 pm

Monday to Frida;
from six months to

years

From 8 am to 6pm
Monday to Friday
From 2 to 3 years

01.01.2020 01.01.2022
When will | start? 01.08.2019
When do lexpectto finish? | 01.01.2020 01.01.2022 P20
Section 6 - Completion
E] 07.07.2019 D 14.02.2020 D 07.03.2022
When have | completed each Date Date Date
step?
D 18.07.2019 D 01.03.2021 D 17.08.2022
Date Date Date
O 25.07.2019 [ 12.12.2021 [ 19.11.2022
Date Date Date

‘Adapted from: http://www.hr.ucdavis.edu/sdps/forms IDP%20Final%2010.14.11.pdf
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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: ¢ 7%&15}&' Hﬁm{z%‘e/ﬂp Student ID: /57/0039,[3

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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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 Publishing, 1977, p. 219

Paraphrase 1 - acceptable /(unaccept
Reason: __ o) ewo ol Ceplaning by tho sadure o/ o fo0,p

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 - acceptable /@
Reason: A

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. Bureaucracies have to work long and hard to keep from
promoting their own survival rather than the educational goals that were their primary objective.

Paraphrase 3 -@unacceptable

Reason: " ’)

il '
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".

Paraphrase 4 @/@%@

Reason:

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 observes 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."

Lecturer’s signature: 5 Date: 4 y -
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In-class exercise 2: Summarising

Student Name: WW?@ //4/2%121/4/ Student ID: L1 ER ¢ 9

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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In-class exercise 2: Summarising

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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