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Academic and Employability Skills
In this assignment I will be analysing and explaining my understanding of the use of Academic and Employability Skills at my working environment. I will use my own experience, researches and articles to support my ideas and explain what Academic and Employability skills are in detail. Also, I will include an explanation and definition of hard skills, Soft skills, Personal Development Plan (PDP) and Academic Writing. In the end of my assignment I will include a conclusion to support all the evidence I have given.
What are skills? 
Skills are certain tasks or activities that a person is able to perform very well and with expertise, which can help in workplaces, education or personal interests.
Academic skills
Academic skills are any knowledge that a person has or ability to learn new information through reading, listening, searching websites and asking for advice from others with expertise in the area or subject of their interests. The use of Academic skills can help you a lot in the workplace as well as in education, and personal needs by making the tasks you need to complete easier and quicker. For example the use of academic skills is very important in my work experience as a store cashier, because it helps me be more successful in completing my tasks. Reading and entering information in to a computer is one of the daily tasks I have and by being able to use these skills I am able to manage my time well. 
Employability skills 
Employability skills are everyday activities that people complete at their workplace in order to meet their goals and mutual interests. Employability skills can be anything starting from IT understanding to customer service and time management a lot of workplaces now days require you to have good communication, following instructions, good listening and flexibility skills in order to be able to enter a certain workplace or institution. Some of the very important skills that I use in my workplace every day are communicating and listening to customers which helps me understand them and help them in the most efficient way I can. 
Hard skills
Hard skills are specific knowledge learnt and specified in an institution which can help you in everyday tasks and in getting in to a higher level or position in your workplace.[ n-text: (What Are Hard Skills?, 2020)] Examples of hard skills are Accounting, Design, Healthcare support, Analytics and Translation.[ n-text: (What Are Hard Skills?, 2020)] A hard skill that I use a lot in my workplace is the use of computer while scanning groceries and helping customers pay with a card on the provided machine and the use of mathematics which help me a lot in saving my time and others too.
Soft skills
Soft skills are the ability to use your personal experience and knowledge in the everyday activities that you do. Examples of employability skills are good communication and listening abilities, team working, time management, adapting to new environments quickly and decisions making, which are also known as interpersonal skills. In my workplace I use more soft skills than hard skills because I interact with people all the time and the most important skills for me are the use of good communication and good understanding of the needs my customers have.  
Communication
Communication is a very important soft skill for your workplace as well as your education and personal life. By having good communication you can achieve a lot of successful developments and a good understanding of the person opposite you. Communication is very important for me to use in my workplace but also in my university when studying because it will always give me a better understanding of my learning outcomes and get me to the level I want.
Working with a Team
Working with a Team is a very common skill that a lot of companies and institutions use, this means that they are bringing employees, students and people specified in different sections together to share opinions and develop a plan for an overall success to the company or any project given to them. In my perspective team work is very important for all kinds of tasks because you can get new ideas and knowledge that will be in use to you not only in that specific time but in future situations too. 
Time Management
Time management can be a challenging skill a lot of the time for certain people when they have a lot of tasks to complete. Managing your time is a very important skill especially when you are in charge of managing important tasks in your workplace, at home or school because you need to get to the level of completing them in order to have them checked and improved if needed.
Academic Writing
Academic writing is a text where students and employees have to choose the use of vocabulary and structuring they put into their work. [In-text: (Academic writing, 2020)]
The characteristics of academic writing are structure, use of formal language and appropriate tone planning, and the use of evidence to support different opinions and theories. [ In-text: (Academic writing, 2020)]
Academic writing includes everything from the exact use of capital letters to spellings and putting the paragraph in the right order. An example of academic writing can even be using the right keywords and figures in order to present yourself or the work you have done in the best way that you can. For example is very important that you use academic writing in your CV, instead of saying “good at dealing with problems” you could say “excellent at handling problems and challenges” which will make it more professional and acknowledgeable  for the person reading the information. 
Communicating and Presenting Information
Communicating by presenting information is important in your presentations whether they are in school or at your workplace. When presenting information, is very important for you to use all the types of communication not only verbal, but also communication with your body, facial expressions and eye contact. Using all of the techniques to communicate and present information will help you to make sure you are giving your best to the information you have to present to others in order for them to understand the concept and collaborate on it. 
SWOT Analysis
SWOT Analysis stands for Strengths, Weaknesses, Opportunities and Threats and is used to help you find where you stand in your process of levelling up and the improvements you need to make in your career or education. Analysing your strengths means you know what you can do very well and you are sure it will not fail, which brings the other important part your weaknesses in completing something. Your weaknesses can be anything starting from language to lack of IT knowledge depending on the position you are in. Opportunities can help you get to improve on your weaknesses and make them in to strengths when you are offered to take a new role or position at your workplace. Threats is something you cannot really control and know for sure which brings you to taking risks and counting on your strengths to help you get through any threats you might have. As a store cashier I have a lot of threats, for example some customers have different expectations from what I am told to do from my manager and this can lead to losing customers or leaving them unsatisfied. Strength is something I am able to develop very well in customer service because of the help and advice I get from my manager also because every day I get different opportunities and experience with a lot of people which helps me develop on my weaknesses and improve my strengths.
Personal Development Plan (PDP)
Personal development plan also known as (PDP) is very important in your career as well as education and personal life, you can use this to keep a track of your progress and plan your improvements during the way. One way I improve my progress is to make sure I always get advice from my teachers or managers on the work I do, another way I get ideas about improvements is to check with my co-workers and use the best of it. In college I took a Health and Social Care class and I had a lot of gaps so I took some extra practise in school in order to improve my understanding of the subjects. Personal development plan can be used at home as well and it can be very efficient and helpful, usually most of the women nowadays go to work, school, do housework and have kids to raise as well. There are a lot of tasks that can be left out and forgotten so the use of to-do lists can be very helpful and lead to successful finishing your career plans and looking after your house duties too.




The diagram shown below is from a website for people to learn a cycle that can be easy and at the same time effective. (In-text: (Academic writing, 2020)
[image: ]
Paraphrasing and Summarising
Paraphrasing and Summarising is a very important part of every assignment, by doing this you make sure your work is effective and you avoid copying words and making it look like is just stolen work. The process of paraphrasing is easy as long as you can do it right.
· Step 1 > Make sure you read the text carefully and you understand it.
· Step2 > Take important points of the text such as dates, names, and locations on a note book.
· Step 3 > Summarise everything in to your own words.
· Step 4 > Write the text including the important points and your summarise of it into a new and improved version, evaluate and double check your work.
ORIGINAL TEXT (45 words) 
Traditionally, in oral and written discourses, the masculine pronoun 'he' was used as a pronoun to refer to a person whose gender was unknown or irrelevant to the context. Recently, this usage has come under criticism for supporting gender-based stereotypes and is increasingly considered inappropriate (Smith, 2010, p. 24). (In-text: (2020)
ACCEPTABLE PARAPHRASED TEXT (56 words)
If the gender of a person was not known or was unimportant to the meaning of oral or written texts, it was customary to use the masculine form of 'he' when a pronoun was required; however, there has been growing concern about this practice in modern usage because it appears to privilege stereotypes based on gender (Smith, 2010, p. 24).  (In-text: (2020) In the text below I will show an example of my own paraphrased text.
Original text
Leadership depends on the situation. Few social scientists would dispute the validity of this statement. But the statement can be interpreted in many different ways, depending, at least in part, on what one means by leadership. This article begins with a definition of leadership and a brief description of 3 historically important theories of leadership. The most recent of these, contingency theories, is argued to be most consistent with existing evidence and most relevant to professional practice. The Vroom, Yetton, and Jago contingency models of participation in decision making are described in depth, and their work provides the basis for identifying 3 distinct ways in which situational or contextual variables are relevant to both research on and the practice of leadership. (PsycINFO Database Record (c) 2016 APA, all rights reserved) in-text: (APA PsycNet, 2020)
Paraphrased text
Leadership could change in meaning as it depends on the situation. In addition, although some scientists dispute this statement it could be interpreted in three different ways as mention in the article. This article states that there is brief description of three types of historical theories of leadership. The most recent is contingency and that itself has three models called the Vroom, Yetton and Jogo additionally they are used in participation in decision making which are described in more details and that since three of the distinct are included it assures that the contextual variables are relevant to both the research and practice of leadership.   

Referencing and Avoiding Plagiarism
Referencing is very important part of any work you use from websites, books, journals or even stories you heard in order to avoid plagiarism which is what I did above with all the information that was taken from websites.
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 Conclusion
In conclusion I have explained and defined every single topic in details and provided a few researches to help support all of the evidence that I have given. Also I provided a lot of explanations and some of my own experience to show that Academic skills can be used not only in educational life but also at work as well as personal and private needs.
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