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[bookmark: _Toc39486522]Introduction

With this essay, I will show how I understand the different academic skills that I learned or improved during this term. How they influence my work, my personal life and last but not the least in the learning process. Academic skills are at the heart of the learning process. They give us the ability to receive and understand information more easily. The more skills we acquire, the easier it will be for us to reach the goal we have set to ourselves.
“The beautiful thing about learning is that no one can take it away from you” – B. B. King
[bookmark: _Toc39486523]Skills
Shortly said the word ‘skill’ means the ability to use your knowledge effectively in order to do something well. You know that it works for your success and in successfully completing a task, for example. The skill is something that you are born with or something that you achieve as you grow, face new challenges, experiment or learn. Somethimes though, when working on gaining a skill you may not succeed. This can be interpreted as you are not able to gain this type of skill. However, if you keep repeating it – meaning that you practice it, it is highly possible that you will achieve it. Of course, not all of the people will be able to gain one and the same skill. The root of the word comes from Dutch and back then it meant ‘difference, distinction’, which, I believe, contributes to the mentioned fact that not all people can have the same skills.
The meaning of skills can be defined as the knowledge needed to be able to complete a task. To do that you need to have knowledge, ability and experience, which you can improve. When you improve them you will be more confident and successful at work, school and life. As Green (2011) suggests, there are three main features in skills. Productive, this means using the skill to produce value, expandable which means you are able to improve skills by training and development, and social which means skills are socially determined. Green goes on to coin these three features as the “PES concept”. There are several different types of skills including academic, hard and soft skills.

[bookmark: _Toc39486524]Types of skills
Overall, skills can be separated into soft and hard skills. Under them many types and subtypes of skills can be found but the ones with similar definition and examples are gathered into 3 groups - Transferable Skills, Personal Traits/Attitudes skills and Knowledge-based skills (Slillscan, 2015).
[bookmark: _Toc39486525]Transferable skills are ones that you have gained through an action taken in order to perform a task.It is important to underline that this type more specifcally means that you can transfer the learned knowledge to a different place- either workplace or industry. This is where their name comes from. It includes things like adaptability, organization, and teamwork (Indeed,2020).
[bookmark: _Toc39486526]The Personal/ Attitude skills are so called soft skills, meaning that they are intangible qualities or traits that enhance our interactions. They are expressed as adjectives as they usually describe a person by what he does. For example he can be patient, independent, creative. It is important to mention that this type of skills are sometimes ones that you are born with or you gain growing and through your life experience. Some theories may say that something you are born with is usually considered and called a ‘gift’, although this is not neccessary. If we follow the logic and take an example of a kind of artist the probability that he has this ‘gift’ or skill since a little child is very high. He draws beautiful pictures or writes poems, or sings song etc. Kids show this type of attitude since they are very young and this can be considered as a skill with which they are born.
[bookmark: _Toc39486527]Knowledge-based skills is the third type. These are ones that are aquired through education, training and experience, knowledge that you have of a specific subject, procedures, information that you need for specific task etc. They are more specifically oriented into different fields of, let’s say, studies and subjects. They fall into the group of hard skills and are hard to be achieved as a lot of practice and experience is needed for that. This type of skills are gained in university or when you do a specific type of job as at both places you are dedicated to a given material and information connected to the area of study or work. As much as you learn and experience this you update your skill of Accounting or Sales management for example.
„Knowledge is not skill. Knowledge plus ten thousand times is skill.” – Shinichi Suzuki

[bookmark: _Toc39486528]Academic skills
These are the skills you need to develop during your studies that will help you to complete it successfully. And they will help you in your professional development after that. This includes listening, thinking skills, punctuality, academic writing, presenting, active reading, effective note-taking, and etc.
I’ll be more specific and provide information about some types of Academic skills that are met often and that I have managed to develop during this course and at my workplace.
[bookmark: _Toc39486529] Time management skills.  To have this skill is very important and it helps you learn, live and develop without having distracting thoughts and wasting your time. A couple months prior to starting to study I was only dedicated to work and to exercising. I had created a program that I followed. When I had the university and the homeworks I had to re-organize my daily schedule and to set new goals, connected to the university. I planned my days in order to include everything that is neccessary to be done and that is good for my development,  in order to achieve a  goal from my PDP, which was to gain enough knowledge to complete this term and to continue to the next one. You can see my time management weekly calendar before and after I started University in my appendices page. 

[bookmark: _Toc39486530]Academic writing “is generally quite formal, objective (impersonal) and technical. It is formal by avoiding casual or conversational language, such as contractions or informal vocabulary” (Sydney,2019). This is one of the skills that I improved during this course. It helps me in the workplace, although working in a warehouse is not much related to academic writing, but it does have its advantages of owning this skill. As an example, I will give a situation that happened to me recently. I had to go on a longer leave than the one I am allowed to, according to my contract with the agency. When I asked for it, they answered that it is not possible at the moment because of the emergency and because it is very busy at the moment. So I wrote a letter directly to the company's main office using methods (minimizing split infinitives, using passive voice and formal language) from academic writing that I had already perfected to some extent, and to this effect my vacation was approved . I am sure that this skill will serve in many situations for my growth in the future in the academic sphere . But I know that before that I have to master it and I hope that through this essay I can show my progress in the field of academic writing.

[bookmark: _Toc39486531]Effective Note-Taking is another skill, which would help me alot in the process of my education if I develop it. Before I knew the advantages of taking notes I always thought that a person can learn by himself, if he pays enough attention in class and listens and remembers what the lector said.  Responsibilities outside the university are ones, that in one way or another, affect active listening in classes. For me this was an important lesson from which I learnt that I should be taking notes of the important things, without taking the whole information but only the key points. Then it will be easier to remember those points and if I don't - I would remember them only by one check of the notes.  
I find Cornell's  method very util for taking notes. In this method at the left hand side of the sheet is pasted a wide band for the recall area and on the bottom side another similar band for the summary area . On what's left of the space on the sheet, we take notes during the lection. In the recall area we put the information related to the key words in the place saved for the notes. Where the conclusion is we provide information about the character of the notes so that if we need to search for some information it would be easier to find it (Skillsyouneed, n.d.).
[bookmark: _Toc39486532]Soft skills and Hard skills

Reaching back to the soft and hard skills the difference between which is that the first ones are related to emotional intelligence (motivation, patience) and second ones are related to a specific task and are also quantifiable (proficiency in a foreign language, computer programming). With our soft skills we enhance our interactions with others and are very important exactly for this – to bring for a stable communication (Hu, J. 2016).
Our hard skills help us in our career and personal development. They make us more open and allow us to deal with responsibilities at work for example. Despite being contradictory to one another, these two should go with each other so everything goes smoothly.
For example, when I  play football I  must have both of them in order to win the game. As football is a team sport I  must have the soft skill of a team player and a good listener. The hard skill comes in the form of knowing how to actaully kick the ball in order to win the game.
Of course, not all of our skills are positive ones. I will present an example from my workplace. I work in a big warehouse with a lot of people. I have seen some of them stealing from the items without any one seeing them. These people have achieved this art of stealing through their lives, meaning that it is a hard skill. There are many others skills that are considered negative because of the affect that they have. Some are  selfishness, stubborness, and agresiveness, which are soft ones as they refer to the emotions and behavious of people.
[bookmark: _Toc39486533]SWOT Analysis

This is the most commonly used tool by business companies to come up with a plan to achieve their goals. SWOT is an acronym for Strengths, Weaknesses, Opportunities and Threats. Everyone can make their own personal SWOT to help them become aware of their strengths and weaknesses and to understand how they can control them in a way that minimizes threats and completes every single opportunity they have (Mindtools,n.d.).
Personal Development Plan (PDP) is a plan designed for your study, work and above all personal development based on your skills, knowledge and resources. Aiming to achieve goals in three time frames -short, middle and long term.
After drafting mine, I realized that the opporunities of the SWOT and the Goals in the PDP are the same.     I link the two academic instruments with the fact that the Personal Development Plan shows how I need to develop the skills that I need so I can reach the opportunities I have at the SWOT analysis. Who in turn gives me the information, which are my strengths that will help me to achieve my goals in PDP and which are the weaknesses and threats that can stop me. 
I have added the SWOT analysis and Personnel Development plan that I made during this term in the appendices page.
[bookmark: _Toc39486534]Conclusion

During this term we have talked about different types of skills, mostly related to the studying sphere, however I believe that they are and would be useful in my current stage of life and in the ones that are to follow. Through this essay I have tried to explain my understanding of how my skills have been developed and how I understand them. I have given examples of my own personal experiences  and expressed an opinion about how they can relate to each other and how this helps me to achieve the goals I have set for myself.
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REFERENCING EXERCISE = 20.04.2020.

Six publications of various formats are described below. Try expressing the
reference details for each in the Harvard style and putting them nto alphabetical
order in a reference lst.

A bookwith the title: ‘Occupational health and safety’, published in Sydneyin
2004 by McGraw-Hil,with authors M. Stewart and F. Heyes. This i the second
edition.

‘A bookwith the itle: 'Internal control and corporate governance’, with
authors K Adams, R. Grose, D Leeson and H. Hamilton, published in Frenchs.
Forest, NSW by Pearson Education Australiain 2003

Anarticle by M. Scardamalia and C. Bereiter, called Schools as knowledge-
building organizations', published in 1999 ina book edited by D. Keating and
C.Hertzman, called "Today's children, tomorrow's society’ in New York by,
Guilford as pages 274 to 289.

-

Anarticle by). R Saveryand T M. Duffy, called ‘Problem based learning: an
instructional model and its constructivistramework', published on pages 31
t038in the journal ‘Educational Technology , volume 35, number 5, in 1995

Anaricle called Integration and thematic teaching: integration to improve
teachingand learning by . Lipson, . Valencia, K. Wixson and C. Peters,
published n 1993 in the journal "Language Arts', volume 70, number 4, pages.
25210263,

6. Avideorecording ofatelevision documentary called Embersof the sun',
produced in 1999 by the Australian Broadcasting Corporation in Sydney.

ANSWERS

2.(Adams et al,2003)

‘Adams K. et al. (2003) Intermal control and corporate govemance. Frenchs
ForestNsW: Pearson Education Australia

6. (Embers ofthe sun,1999)
“Embers of the sun' (1999) Australian Broadasting Corporation,Sydney.
5.(Lipsonetal. 1993 p.252)

Lipsons. et {1983 Integration and thematic teaching: integration to improve
teachingand learning!, Language Arts, 70(4),pp.252-263.

4.(savery). R and Duffy .M. 1995,p.31)

Saveryand Duffy (1995) Problem based learning: an instructional model and ts
constructivistframework', Educational Technology, 35(5),pp.31-38

3.(Scardamalia and Bereiter C. 1999, p.274)

ScardamaliaM.and Bereiter C(1999) ‘Schools as knowledge-building organizations’
inKeatinget al (ed) Today's children, tomorrow's society. New Yourk: Guilford

1.(Stewart and Heyes,2004)

Stewart M. and Heyes . (2004) Occupational health and safety, 2nd edn. Sydney:
McGraw-Hill




