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1.Introduction
This report is about my point of view regarding the academic and employability skills and their importance in our life – personal and professional. The goal is to make the reader understand how crucial this skills are in connection with our personal and career development  by analyzing my own experience and knowledge, applying SWAT and PDP analysis, referral to academic literature and in-class exercises. 

2.Skills 
Skills are all abilities we learn during our life to be able to complete any task. We start learning skills from our childhood and it is a process which never ends. Our life performance is based on the ability to gain and improve our skills. For our career growth we need to learn employability skills. 

3 Employability skills 
The employability skills are  those required by the employers to hire us for a particular job. They are hard and soft skills. Both are important but the soft skills are the hardest one to learn and develop. It takes a lot of time and effort to make them a “second nature”. No matter what the job is, the initiative and “I can do it” attitude are appreciated at any time. For example the ability to be adaptive in a miscellaneous working environment among people from a various cultures and background is priceless and valued by the employers.  This is the reason why  the more hard skills experienced professionals are not always the preferred ones if they don’t possess the required soft skills.(Skills You Need, 2017)

3.1 Hard skills
We can name them technical skills. This is what we need to know to be able to do a particular job. The exact knowledge for an electrician, plumber, driver and all the rest of the jobs we can imagine. Those skills can be proved and evaluated by a certificate, degree, practical test. When a several persons with equal hard skills are applying for a job, the one with the most developed soft skills is the chosen one. We all communicate with each other and the quality of our soft skills define our success and development. 


3.2 Soft skills
Soft skills are those which help us to develop successful career and our relationships in life in general. This skills are: communication (listening, writing, speaking), time management, the ability to follow  instructions, team working,  to be responsible, flexible, to be initiative, to take responsibility for our own growth, self-awareness and worth, relate to people, set priorities. (Perkins Collaborative Resource Network) Let us  look at some of them. 

3.2.1 Communication
Communication is the most important skill in our life. From the moment we are born we start communicating. The way we do that is affecting our personal and work life. This is a skill which must be constantly improved. There is a verbal (speech) and non-verbal (body language, writing ) communication. Both are important and we need to understand that the way we communicate has to be clear, understandable and appropriate. Important part from the communication is asking for feedback and discus with the listeners (Patel, 2019).   To be able to listen and speak in the proper manner is crucial, because this is the skill which can improve or destroy our life and career. 

3.2.2 Time management
Time management according to me is sharing the first place with the communication. Time is something we can only spend but not buy. The way we manage our time can give us a success or failure equal in our personal or professional life. We have to be able to manage with family, job, studies, hobbies. Set the priorities, organizing and completing tasks it is all included in time management. If we don’t know how to manage our time the result is stress, delayed or uncompleted tasks and zero success.

3.2.3 The ability to understand and give instructions 
Incredibly important skill for every person. It is closely connected with the communication and highly valued within a team. Each leader needs this skill to be successful and to be able to do his job efficiently. For an employee is may be enough just to understand and follow instructions but for a lieder is a must to be able to do both. Receiving instructions from a higher level and pass instructions to the team in the proper way define managers success.

3.2.4 Team working
To work in a team is inevitable. Like it or not we are part of a team constantly, among our families, friends and most important – workplace. The ability to be adaptive and to be able to deal with miscellaneous individuals and characters within the team is significant skill not only to grow in the career but even to be able to be part of that team. The successful team working is defined by the possession of all the skills I mentioned above.  


4. Mind Tools Analysis 
There are two mind tool analysis I’m going to use for improving my personal and professional growth. They are SWAT analysis and PDP analysis. Both are important in a way they show my strong and weak sides, helping me to define my position now and where I want to be in the future.

4.1 SWAT Analysis
This analysis define my career growth. It shows my strength, weaknesses, opportunities and threats. Thinking about a job interview, these are the most important points for each employer and my as a employee. I should know myself, what I can offer and what I am good at, where my weaknesses are, what the opportunities are according my skills development and what is threating me not to get that job.



SWAT
	S
· Hard working
· Customer service
· I can do attitude
	W
· Not very good team worker
· Independence
· Pushing to much others to follow my speed

	O
· Improving my team working skills
· Learn to be patient with others and keeping in mind we do things differently 
	T
· Someone who is better team worker than me
· Someone who is not that independent


Source: Created by Author


4.1 PDP 
This analysis is connected with my personal development. It is more detailed compared to the SWAT analysis and gives me the opportunity to unfold my future goals and plans in depth.  

	
	Short term
	Mid term
	Long term

	My goals
Finish my current course
Start another course
Start my own business
	Pass the exams 
Attend all classes
Increase my savings
Get a better paid job 
	Finish current module
Applying for the another course
Finishing the second course
	My own business is started and I am working and earning only from it


	What I want to learn
To learn as much as possible from my current course
Get better in time management

	Gaining more knowledge
Reading more books 
	Gaining more knowledge
Reading more books connected with both courses
	 Developing my knowledge, practice and experience

	Ways to reach my goals
Find a new better paid job
Flexible working hours
Get the knowledge required to start my own business  
	Looking for job offers 

	My new job is started
	My own business is started

	Recourses
My job or a loan from my bank
	Saving more money
	Connecting to the bank
	Returning the loan


Source: Created by Author



5 Academic skills
Academic or study skills are the skills we need the most on the way to improve our learning process and to develop our future career as well. Academic skills are the ones which we need in  any field of our professional even personal (summarizing for example) life (Richard Cleeve,2018). The transferable academic skills are time management, communication, team working.  The specific academic skills are: researching and collecting information, note taking, academic writing,  paraphrasing, summarizing, referencing. 

5.1 Paraphrasing
Paraphrasing is an adequate way to transfer the meaning of a text with our own words avoiding plagiarism. It is often used not only from the academic world, but by journalists,  in articles, in the news. Paraphrasing is very important tool when writing a report, essay or any research text. It is essential to develop this skill, otherwise our work can be considered as a plagiarism even if we refer the source. There are many ways for paraphrasing and we need to learn to use them. To replace the original text we can use synonyms, clause reduction, structurally change the sentence or to replace verb and noun to adjective and adverb, or to completely replace the words, keeping the meaning. Paraphrasing (accompanied by referencing) is the only way, when using someone’s work to avoid plagiarism( Literary Terms, year unknown).


5.2 Summarizing
Summarizing is to expose briefly the essence of a story or idea with your own words. The summary should be short, neutral, showing the author and the source. The rules about summarizing are the same like the paraphrasing. Copping the original text is considered as plagiarism so using our own words is a must. The difference is that with paraphrasing the length of the text is equal to the original (Academic Integrity at MIT, year unknown). Summarizing is to deliver the whole idea and information but briefly and concise. Developing the skill of summarizing is vital to the students because this is the best way to expose an important information without the unnecessary details which helps  the listener memorizing more. This skill is also applicable in the future career. 

5.3 Referencing
Referencing is an inseparable part of avoiding plagiarism. The meaning of referencing is the validating of your source. This should be done inside of the text and in the list of references. The acknowledging of the following is a must: idea, theory, picture, opinions, analysis, each text after summarizing and paraphrasing (University of Kent, 2012). It is very important to learn the right referencing and citation according to the set standards. In our case are the Harvard referencing standards accepted by UWTSD. The right referencing and citation has a highly importance in the academic world. For our studies we use a lot of sources and it is very important to point them in the proper way. Referencing combined with paraphrasing and citation is the only way for avoiding plagiarism. 

6. Conclusion
This report  is about the importance of developing academic and employability skills. The aim is the reader to be able to understand how crucial they are for our lives. They are all connected and lead us to success. It is our responsibility constantly develop them. Observing myself and the impact this knowledge has on me I’ll continue improve them and implement them more consciously in my life.
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Ex.1
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To be a great leader, you need to start by leading yourself

Most peaple go into top positions with good intentions, but those often crumble due to the
pms—-oﬂhc}ob.llyoumnttnsucczed.dmnmm-»ﬂmm leadershi
Lars Sudmann. Being a leader is a little like being a parent; beforehand, we have all these
we're gaing to do it, how incredible we're going to be, and how we'll sidestep the mistakes t

peoaple make. But when it's our turn to assume the role, we find that reality doesn’t match our

or imaginations. Sudmann, for example, believed that he would ace his first leadership role. T

his first major staff meeting, an employee asked a question about the company’s email signature,
proceedings — and his command of them — completely fell apart.

After some months, Sudmann realized he was fighting against certain entrenched factors that keep all leaders
from improving. Like many in the working world, leaders have too much to do and not enough time to do it;
they don’t clearly think through their priorities and strategies; and being in a position of power causes them
10 assume that the people beneath them will take care of a lot of problems.

sudmann found a potential solution to these “classic leadership problems” in Marcus Aurelius, the Roman
emperor and Stoic philosopher. Rather than spending his time trying to learn to rally and guide others,
Marcus Aurelius focused a surprising amount of his energy on mastering self-leadership. Sudmann has found
this orientation tremendously helpful. Below he breaks down three actions that go into self-leadership.

First of all, you need to be aware of your shortcomings; leaders need to know all of their biases, predilections
and weaknesses. Another idea s to take 5- 10 minutes every day to think about the challenges you've recently
handled and the ones you'll soon face. While Marcus Aurelius was fond of reflecting in the evening, Sudmann
likes doing this over morning coffee. Questions to pose include: “How did my leadership go yesterday? How
would the leader I'd like to be have faced the challenges | faced? What about my challenges today? What
could | do differently?” Write down your thoughts so you can refer back to them and learn from them.

Also, regulate your feelings; no matter how much preparation and reflection you put in, there will be
employees, colleagues, clients and associates who anger, frustrate or annoy you. That's where the practice
of “reframing” comes in, stopping and asking yourself . on a scale from 1 to 10, how important is this issue

right now? Then, give yourself a moment to think: “How would the leader | aspire to be handle this situation?”
The answer will come to you
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