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1. Introduction 
Being an efficient employee, or a student requires a variety of skills in order to assure the continuity of the working process, or in order to excel in the science and academic world. In this essay, I will give definitions and examples of some of the essential skills that are important for advancing in either professional settings or the academic world. I will also discuss some topics related to communication, academic writing and avoiding plagiarism. The goal of this project is to provide a better understanding of this topic, and to help readers excel in achieving their goals. 

2. Skills 

I will give examples from my personal career as a security officer, and I will share some effective methods to improve work skills and productivity in general.
In the world of work and academia, there are four types of skills that are vital for a person’s development. The four types are described below. 

3. Classification, definition and example of different types of skills 

3.1 Academic Skills

In the journal of School Psychology, Suntheimer and Wolf (2020), mention the importance of “early academic skills in kindergarten children”. These are a set of skills that are necessary in order to meet the high university standards. There are a variety of academic skills that every student needs to acquire and develop throughout his or her the academic path. Such skills can be academic writing skills, critical thinking, scientific writing, etc. Paraphrasing, summarizing, quoting, writing a report, writing a dissertation, giving presentations, and making an appropriate referencing could also be included. 

Research and note taking are two different activities, but they can come together in order to accomplish a task, or complete course work at school. According to Merriam -Webster online dictionary, research is “investigation or examination aimed at the discovery and interpretation of facts” (Merriam-Webster, no date). Research can confirm what you were already sure of. For example, for completing a particular report, research provides facts, that could support your argument and beliefs.  
Note-taking is important in order to memorize lecturer’s or manager’s words while having a presentation, or being in class. Note taking helps to arrange ideas, and improves our own paraphrasing. When taking notes, it is very important to write them in an appropriate order, not as in sentence but one above other and space in between. By order, I mean stating them and distinguishing between facts, opinions and examples (Note taking, 2020).
Academic writing includes essays, reports, presentations, reflective pieces, summaries, and important annotations. In academic writing it is important to know that a position makes sense. The first part of the paragraph has the most important information, the second part is the explanation. A good tip for a presentable sentence is writing a part and leaving it, then analysing it in order to avoid any mistakes (Academic writing, 2020). 
Referencing is denouncing someone else’s idea into our own work using our own words. Referencing is an effective method to avoid any types of plagiarism, and they need to be presented in a logical manner (Referencing, 2020). 
Paraphrasing means changing the words of a text and converting it into our own words, different from the original source, without changing the meaning. Effective paraphrasing is the main key in avoiding plagiarism. A summary is a short clear description that gives the main facts or ideas of a text, a lecture or an essay. Good summarizing techniques are finding the main ideas, taking notes, arranging them in a logical order, and linking the ideas concisely (Paraphrasing, 2020).
There are different types of presentations, a ceremony, giving a gift or award, a demonstration, like training presentation, a presentation of film and its actors. Presentation in academic life is interacting with a group of people in order to make a point and share material. Presentations often have some form of supporting visual aid such as slides, a whiteboard, projection of flipcharts. The presenter needs to be aware of the topic and his/her audience. 
3.2	Employability Skill
[bookmark: _Hlk39428112]Employability skills are a set of highly desirable, transferable skills that turn you into an attractive candidate or employee. They can be defined as a set of skills employers want from potential employees. Those include problem-solving, decision making, time management, digital skills, research skills. They can vary and depend on the work environment. Retail work environments such as shopping centre require mainly, time management skills, communication skills, digital skills, and teamwork skills. It all depends on the company and its priorities. Some companies like high standard manufacturing, biotech, engineering, sales companies are recruiting people who already have developed their skills. This can be because of avoiding additional costs, or because of the structure of the company. 

According to some social reviews, many young employees feel that they are not getting enough employer support for professional growth. If that continues over time, a company can lose some of its best employees. Also, lack of training for employees, can result in decreased profit. In contrast, good training will help the company prosper. Of course, it is important to know which training will bring best results. A consistent commitment to quality training can increase the productivity and flexibility of the organization. 

 For example, in 2017 I was working for a retail company which provided the training needed, in order for me to remain with the company and grow. I passed a training which required developing skill of being of high observant.
3.3	Hard Skills
[bookmark: _Hlk39428056]Hard skills are learned abilities acquired through practice, education or training. They are essential because give the employee the actual skill needed in the work environment and they increase employees’ productivity and efficiency. Hard skills need to be combined with soft skills in order for better efficiency in view of customer and business needs. Hard skills in academic life for example, are writing, appropriate use of digital appliances like computers, being able to make presentations, writing reports, essays. 
In my work experience, the hard skill I needed was being able to observe a certain amount of cameras and follow regulations in the control process. This is why, I had to complete a course. During the course, I needed to rely on my learning and observation abilities, note-taking and listening. The course helped me to learn how to track someone on the screen, zoom in and zoom out, record. I also had to know how to download the footage and save it, into relevant folders. 
When I began my career as a CCTV officer, I was introduced to quite a wide-ranged technology in the control room with multiple cameras. Without the knowledge from the course, I was not going to be able to operate in the control room and do my work. That shows the importance of learning skills. 

3.4 Soft Skills 
Soft skills are related to the personality of an employee or a student. Those skills are related to managing, communication, delegation; to personal qualities and career attributes. Career attributes can include teamwork, leadership, and customer service. People skills promote positive attitude, effective communication, respectful interaction and the ability to remain calm in some situations.
Communication is an important skill in today’s global business environment (John. 2009; Timm,2005). It is often assumed that being good at communication, is a skill that everyone has. In fact, poor communication or lack of communication, has been the main factor which impacts financial industries, retail companies, schools and other global enterprises. According to Mitchel et al., (2010), ethics and general communication skills are very important. Soft skills can be fundamental to success at work.
At my job, soft skills were essential, especially when it came down to interaction with customers and showing courtesy in order to resolve an issue or simply give right guidance. Soft skills are also important because they allow a person to have a professional approach. Having the knowledge is not that efficient without the skill to apply this knowledge into practical work. A study from 2007, found that 70% of graduates from high school show poor professionalism and ethic skills (Bronson, 2007). It is obvious that hard skills are helpful to arrange a job interview, but in order to succeed, one will need the soft skills. Which indicates the fact that soft and hard skills need to come together most of the time. 
Appropriate communication within a group is essential in the contemporary workplace. Employees who have received relevant training, show better conflict disputes and team skills. The communication used at work is complex and includes knowledge about specific organizational environments (M.J.Stevens et Campion, 1994). The pyramid of communication states six types of communication which are essential in life. Among them are social, industrial, group and interpersonal. 
Working in a team is essential in some retail sectors, also group work in the classroom, or in a sport activity. Teamwork relates to people who work together in order to accomplish a common goal. In the retail sector for example, cleaners need to work in a team, daily to maintain a presentable view of the venue, as well as directors need to work in a team, to make decisions in marketing, accountancy etc. (Muchinsky, 2003).    
4. SWOT Analysis & PDP
SWOT stands for Strengths, Weaknesses, Opportunities, and Threats. They can be indicative for various tendencies. SWOT analysis plays a major role in business and its development, showing strong and weak sides, chances where and how business can develop. It also shows threats and indicative points where and how they can be avoided. (note taken, 4th week, class).
[bookmark: _Hlk39428014]A Personal Development Plan enables us to identify certain areas of our learning process that will enable us to obtain new or develop existing skills and behavioural attributes for: improving performance in our current role, addressing changes, and addressing aspirations to future roles. With PDP, one can define what sources are needed to achieve certain goals.
 As the recruitment company Robert Half advises, when searching for a job, one should set smart goals and to review them every week. They also say soft skills like positive attitude, being flexible and adaptable are very important. Their advice is also to try to expand one’s skills (Robert Half, 2020).
My PDP is to expand my skills through this education program. I plan to work on improving my academic skills such as research, academic writing, summarizing and presentation skills. This will help me succeed in the program, but also in my future job. When I complete my studies, I plan to start my career in the field of business. 
My Strengths are that I am good at communication, responsible and adaptable. This will help me in a business career. Weaknesses for this plan are that I am in the process of improving my academic skills and do not have a diploma in Business studies. Opportunities in my plan, are that I will make a network of contacts in university and will exchange information and possibilities with my fellows at school. A Threat to my plan is that this situation of a global pandemic, will make less jobs available in the field of business.     

5. Conclusion 
This report outlines the different skill categories as academic, employability, hard and soft skills. It presents a description of each category, examples, and outlines a personal case of a PDP and SWOT analysis of the plan. The description of all different skills shows that a person needs to have many different qualities, different types of knowledge to be successful. It shows that a person has to be flexible, adaptable and be ready to learn new things. Academic skills are the kind of skills that allow a person to learn and improve hard skills and soft skill.  That is why, they are the path to success. 
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7. Appendices 
(In Class Exercise eg. Paraphrasing). Personal Development Plan (PDP)
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