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INTRODUCTION


EMPLOYABILITY SKILLS: Is a set of characteristic, skills and comprehension that all employment market members should have the guarantee to their ability of being productive in the company- to the interest of themselves, their employer and the large company. (TROUGHT, F 2011)

ACADEMIC SKILLS: Are determined skills that set you up forever as a student in period of your formal study time. Also you will need to learn how to take part in with the topic that you're studying.
As well to have the ability to control your time and your incentive to take importance for your own studying. And you will need to make a deeper understanding of your topic. PRICE, G ET AL (2007).

The purpose of the assignment is tried to understand my own employability skills and academic skills that I already have and the one’s that I need to learn and practice. 

The report will be structured, the following way. 
First I am going to explain what is a skill. And what different skills we can have. Such as; Hard skills, soft skills and transferable skills.  
Then I will try to analyse what academic skills I’ve got this term. 
For example: Paraphrasing, academic writing skills, referencing and research. 
After that I will try to explain what employability skills I have and also which one I have learned. 
Such as: SWOT analysis, time management, communication skills and team working
As well I will support my report with different published literature. 
Finally I will do my conclusion with explaining what I have learned in this term. 
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[bookmark: _Toc448950820]What is a skill? 

Is a characteristic needed a specific job. Some skills are transferable over topics and discipline.
Transferable skills are some that are already frequently used in the work.
FRISCHMANN, (2013)

Skill is the capacity to do a duty to a pre-determined level of competence. It is obtained between formal and or informal learning through practice.
GRAY, ET AL (2004)

There are different types of skills. There are hard skills or technical skills needed for do some jobs, and soft skills and transferable skills needed across all jobs.

HARD SKILLS- TECHNICAL SKILLS:
Hard skills are your education, experience that you have. Are technical or administrative that you can get in your different jobs. 

SOFT SKILLS:
Soft skills are necessary people skills. 
Are the non-technical, untouchable, personal skills. 
Soft skills can’t be trained. But it can be developed between good training. Soft skills complement hard skills. ALEX, (2009)

TRANSFERABLE SKILLS:
Are the skills developed within one circumstances such as job, are also practical when passed on into another situation. Either from education to employment.
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ACADEMIC SKILLS


In this term lecturer’s has taught some academic skills, such as; 
Academic writing skills, referencing, paraphrasing and research.

[bookmark: _Toc448950822]PARAPHRASING:
In this term when I was doing my report I've learned how to do paraphrasing. I have learned how to use the information of authors, to use in my own report, with my own words. 
To do paraphrasing first you will need to get the correct book and read about it. You will find different books so you need to check which one is the best, so you can give the proper information. 
After you have read the book and understood the main idea so you will need to summarize with the important information. 
As well you can start writing your report without reading from the main source, to make sure that you are writing in your own words and under your understanding. 
When you are paraphrasing it’s essential to keep the meaning of the first source. So you are allow changing word class, changing word order and using synonyms. But you must keep the meaning of the information. 
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In this report I have practised a lot my academic writing. 
When you are writing a report you will need to write in a formal way. You need to avoid colloquial language.
When you are writing a report needs to be clear, brief, concentrated, structured and you will need to provide with proper evidence. 
When you are writing for academic motive is very distinct from writing for other motive, and it needs some practised to be learned. 
This skill can be learned, with the practised, so will help us as a student to develop our academic writing skills.

[bookmark: _Toc448950824]REFERENCING:

As a student referencing is one of the principal academic skills that we need to learn, to be successful in our education. 
When you are referencing you are indicating that you have consulted the book or the article so you need to show from where it come the main information. 
You are allow to do twice referencing, one you can do it in the text as a citation and the other in the last page of the list of references. 
There are two important ways to do references; The Harvard system and The Oxford system.
We use the Harvard system to do our references. 
The way that we do the references are writing first the; surname, first initial of other names (year) tittle of the book. Edition. Place of publication: Name of the publisher.
That is the formula that we use to do our references. 
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I have been doing a lot of research and reading to get the proper information, also you need to try to use textbooks, so it can give you relevant information and journal articles so it can give you fresh information.
When you research you are trying to discovery things out. The aim is to determine what is happening and why it is happening, to narrate, to describe and to understand all the information.
Research is to try to get more information about the topic that you want to learn, as much research you do, much information you will get.
The two basics operations of research are those of describing and explaining facts.
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In this term I have learned the theoretical part of these employability skills, because I am working as a sales advisor so I am practising my employability skills at my work.
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As a sale advisor I need to have the skill to manage myself, to try to do as much as I can. 
Time management is a principal part of being successful, in your studies and in your workplace.
You need to make sure that you spend your time on the correct things, and that you make best use of your time. 
Managing yourself requires learning how to manage with pressures of your job and the stress they put on you.
The grade of your life at workplace and home will be better as you learn how to control stress. 
Successful time management has two characteristics.
It means giving time on the important area of your life.
As well requires avoiding time-wasters to which every person is subject.
There are some aspects for effective time management such as;
· You need to try to use every day a time management system.
· Try to differentiate between effectiveness (Means doing the right things) and efficiency (is doing things the right way). 
· Try to differentiate between urgent and important tasks.
· Try to spend more than half your time on intense tasks.
· Make plans for dealing with time-wasters.  
(HANNAWAY ET AL., 1992)

In my workplace to help me to learn how to control myself, my manager give me a different task every hour, so it means that every hour I need to have my job done and move to the following task.
So I need to push myself to try to finish in an hour, because if is not done, manager needs to move the entire plan. 
Basically I need to manage myself to try to finish on time.

[bookmark: _Toc448950828]COMMUNICATION SKILLS:

In my workplace the communication is the principal point.
We use communication every single day. I need the communication to speak with customer and also with my colleagues. We have some radios to use in the store so it makes easier to have better communication, but sometimes the store is busy so it gets complicated to have an effective communication. 

Your communication skill assists you to show your idea before others. So it can be a benefit if you have a good communication. 
Everyone use distinct language to communicate and obtain our ideas across in order to link with the person around us. We work with persons who have distinct belief and needs than our own. 
Our capacity to swap ideas with others, help us to resolve problem successfully. 
When you show your feelings, idea and opinions clearly and successfully is only half of the communication action.
The other half is hearing and understanding what others try to say to you.
When you listen successfully you understand what the human being is thinking from the other person's view. (VERMA,S 2013)

According to Gray, et al (2004) The element parts of communication can be write-down skills, verbal presentation skills and negotiation skills.
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TEAMWORKING:

Team working is one of the important skills that I have learned. 
As a sales advisor you need to work as a team otherwise you aren’t allow to do everything by yourself. 
We have people from different backgrounds and opinions on the same team, so to gain the set objective we need to work as a team, and using the communication. 
In my job we have different team groups, but usually if someone needs help so we need to go and help them. 
We have every morning meeting so it helps to have better communication and better relation with the team. 

The person who always works well in groups is all the time supported in high consideration.
Team building needs the management of character and their regular requests for consideration and admission. (VERMA,S 2013)

According to (Bennett et al., 2000:125) “The elements that compose the overall skills of efficient team working have the capacity to; 
Initiate, consult, request advice, provide alternative ideas, and weigh up different points of views and request advice. 
Needed the interpersonal skills of listening, reflection and tolerance. 
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According to Sarsby,A.(2016)  “SWOT is a famous four-box strategy analysis and strategy development plan”.  Swot is acquired from:
Strengths, Weaknesses, Opportunities and Threats.
Swot has been all over for more than 10 years and has been the most generally used strategy device in present-day. Industry, commerce and humanitarian and voluntary companies use it.
In higher education, SWOT is frequently in the CV of business studies and strategy training courses.
It can has some advantages such as:
· SWOT is easy to comprehend.
· Is appropriate to many levels in a company.
· SWOT can be put in at different depths.

Also it can has some disadvantages: 
· Using deficient quality data including anecdotes.
· Avoid separating the examination elements of data store.
· Using facts, which is influenced by beliefs and perceptions. 

In my job usually every three months my manager give us a feedback about how we have worked. Is similar to SWOT, they give us a report on what we need to improve and what we are doing well. 
It helps us to grow up in the company. 
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MY OWN SWOT ANALYSIS

	I will try to analyse my own SWOT. It’s based on my employability and academic data. 

STRENGTH:
I am very responsible. I often impress to my boss in my workplace. I usually receive good feedback from them. 
I am really organized, so I try to have my entire job done on time.
I have the ability to plan my routine with plenty time. 
I consider myself really friendly and helpful, in my university and in my workplace. 
	
WEAKNESS:
I get nervous when I need to do presentation in public, and this fear of public speaking it can impact to my presentation. 
I have a strong, compulsive need to do things quickly and remove them from my “Things to do” and sometimes can affect to me. 
When I put too much responsibilities on myself can causes me stress. 
And sometimes I can be impatient, but I am working on that. 
	
OPPORTUNITY:
I am attending to my “Certificate in Skills for the Workplace” so it can give me the opportunity to keep going and get my degree.
I have the opportunity to obtain more work experience in my workplace. 
If I get my degree I will have the opportunity to grow up in my job and have better position. 


THREAT:
Due to recent staff shortages, I am often overworked, and this can affect me. 
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CONCLUSION 


After I have finished my report, I have learned different topics. 
I have learned what is academic and employability skills, and what is the use of each one. Now as a student I am learning how to obtain the academic skills, so I can get benefit to used when I will start my job after I graduated. 
Also I have analysed what exactly is a “skills” and what different skills we have. 
In this term I have learned and practiced different academic skills, for example Referencing, I have never used but now I am practising and I will need to improve. 
And also as a sales advisor staff I have some of the employability skills like a team working. 
In this report as well I have learned and practised how to do my own SWOT. 
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