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Introduction
The purpose of this paper is to analyse employability skills in the workplace. it is necessary to develop both academic and employability skills and working patterns to get better opportunities.
What is skills?
A skill refers to any competence or capability that is usually gain through ones effort or adapted by continuously taking part in certain comprehensive functions that involve people, objects or concepts (Sharif, 2017)
What are employability skills?
Employability skills are the talents and expertise that employers often look for in aspiring employees. In other words, employability skills are the abilities that make one employable. These abilities surpass ones academic qualification and professional experience. Even though a person’s education and experience can help them secures job, additional abilities and competencies, which one develops over time are crucial to sustain them in their job (Collet, Hine and Du Plessis, 2015)
What are soft skills?
Soft skills are  “interpersonal or people skills” by some authors (Campbell, 2017) some examples of soft skills include communication, empathy, listening, and interpersonal skills.
What are hard skills?
Hard skills are more specific to one's job experience. They are much easier to define and evaluate as one acquired them while working in a particular job sector . Hard skills are  acquired through continuous learning, education, training, on the job training among others (Messum et al., 2016).
Communication 
communication is how well an individual can pass information from one person to another accurately without being misunderstood. (Messum et al 2017) Types of communication; verbal and non verbal communication written communication visual communication, spoken or oral communication .
Written Communication
 is communication in which people exchange information by using written words. It can be formal or informal. Formal information is usually the information passed in an organized form either up and down through an organization or vice versa. Formal information included the use of memos, email, letters, Reports handbooks , Flyers, posters , among others. On the other hand, informal written communication is less organised and includes use of text messages, posts on social media, SMS, among others.
Spoken or oral communication 
:this type of communication involves the use of only spoken words, whether directly or indirectly to pass down information. Sound is the only Channel for past information. Communication could be through Phone calls, face to face, voice notes, video calls, and chat rooms among others. This is the most effective type of communication. 
Non Verbal communication
 is usually supported by gestures, symbols, tonal variations, body language and facial expressions, Which are the non verbal communication types will stop their use is very crucial in communicating ones moods, reactions And emotions towards the message being passed across (Neely and Mosley, 2018)
Visual communication;
 visual communication is one of the most vital communication types, also referred to as aesthetic communication that is based in what one sees, perceives or visualises. A very strong messages can be passed through the use of art, including paintings, drawings, photographs, pictures, films, videos, placards , presentations, illustrations among others. This type communication is very useful in the pass, as it is now passing across the strongest non-verbal messages (Nabie and Ome, 2016)

TEAMWORK
being good in my team working skills, whether formal or informal, I can work with many of my colleagues with much ease. Emotional intelligence, that is, the capacity to acknowledge, appreciate as well as manage once feelings and that of other people, is also crucial for me to establish a good relationship with other people. Moreover, I am an influential person, you can find a solution that's my colleagues can agree with, by persuading them that my solution is the best or a better alternative . 

TIME MANAGMENT
Time is one of the most crucial academic skills I possess,Time management refers to the ability to complete tasks and assignments on time without having to waste some time in some activities and leaving others undone (Suleman, 2016) For me to succeed in my academic endeavours I need to know how well they can keep their name. It is not easy to find balance between academic and non academic activities. Such as skills requires organisation and becomes disciplined while appreciating what their priorities are and giving themselves enough time to complete particular tasks and assignments.my time management skills have been enhanced by the assignments that have very strict deadlines. Punctuality; the fact of arriving, doing something, or happening at the expected or corrected time and not late (Cambridge English dictionary)
 My own skills analysis:
I also have good skills in reliability and dependability. Reliability refers to one’s ability to keep to their words, doing what they said they would do. Dependability is closely related to reliability, being defined ad doing whatever needs to be done without necessarily having to be instructed to do so (Cottrell, 2015). For me to become dependable and reliable, it is always necessary to know how long I can rake with my tasks, then organize myself and manage time well enough. Moreover, I need to know whatever should be done first (urgent) and whatever can wait (the less urgent). Reliability requires one to be trustworthy, which sometimes means not leaving the place of work when others are busy working or when we are expected to perform a particular task. My reliability and dependability skills have helped enhance my skills in emotional intelligence and self-discipline. However, this does not mean that I always have to complete all the tasks by myself. Rather, I do whatever I’m expected to do, taking responsibility for all my actions, living within my values and asking for help whenever I find something difficult. Being self motivated is also a part of this skill, which means that whenever I find a task that needs to be done, I get on to do it. Self motivation is the readiness to work on what needs to be worked upon, which sometimes requires creativity and innovation.
Being willing to learn refers to one’s ability to open up to any new experiences or ideas that would help enhance their skills and knowledge (Campbell, 2017). Setting goals, reflecting and acting in them is one of my most important skills that has contributed to my learning process by helping update, upgrade and revise my personal skills. I always believe that nothing is permanent and everything is bound to change even if it might take long. This mind-set helps me adapt easily to new environments without much struggle since changes are opportunities rather than threats to one’s personal development. 
SWOT ANALYSIS:
“Personal development planning enables individuals to take charge of there own leaning. Learning becomes a proactive as well as reaction process, design and prioritise to support immediate development needs as well as longer term ambitions” (AUA postgraduate certificate in professional practice (Higher education administration and Management (OUVA)
A personal Development plan (PDP) enables you to identify key areas of learning and development activities that will enable you to either acquire new or develop existing skills and behavioural attributes for the following purposes:
1. Enhance performance in your current roll
2. Addressing anticipated changes in your current role 
3. Addressing career aspirations towards a future roll


	Strength
Verbal Communication
	Opportunity
Attending classes

	Weakness
Written Communication
	Threats 
Childcare 


Source/website 

 Academic Skills;
Acacademic skills are those which enable one becoming a better learner in an educational institution during research development and even in their career in the future (Cotronei-Baird, 2019). It is very crucial for one to develop some good And use for academic skills that are necessary or achieving one's full potential since these academics was I usually transferable to one's future careers even after leaving the University of college .
In addition to the general skills, students need to acquire some specific skills in the course of their learning. First, a student is required to have academic writing, research and note taking skills. All these are crucial for every student in University. Students should be ready to work on their assignments, by writing essays or reports using a formal language for them to enhance their academic experience and qualifications (Cotronei-Baird 2019). Writing skills also involves listening attentively and taking notes during lectures. Proper writing skills are something one learns overtime and the speed at which one learns to write while translates to the ability to grasp content faster. research is inevitable for students in colleges or University. This is the ability to go through a wide range of reading materials written before and coming up with a conclusion concerning a particular subject of interest. Referencing and avoiding plagiarism are also key skills in the academic sector. Plagiarism refers to the use of ones work without giving credit to the source (Sulemen, 2016). This is a serious criminal offence that is often considered as theft or fraud. For this reason, referencing skills are very important for every student to work on and avoid getting punished for stealing another person’s work. Referencing refers to crediting the source of any information presented by a student, whether paraphrased, summarized or used directly. All these skills are crucial for any student to perfect their learning experience and in the future secure job opportunities.
Paraphrasing
-is repeating written or spoken information you have read in your own words or in a simple form. It’s an essential academic skill. By paraphrasing a topic from your research into your own words, you prove to the reader that you understand the subject.
Paraphrasing is not just about taking someone else’s work and changing a few words to make it your own. It is about deciphering someone else’s ideas into your own words but in reduced form. You must change the information a lot so they are not  identical to the original. Sometimes a lecturer might decide that your work is plagiarism if it’s too similar to the original source even if you use in- text reference. 
Types of paraphrasing-there are three types of paraphrasing.
Acknowledging paraphrasing is verbal feedback given to let an individual know you understand.
It can include accepting feelings, emotions and touches on the affective domain of the Speaker. In Bloom’s terms, it regulates at the degree of comprehension revealing understanding, not just  reciting back.It’s also about using different words to capture essence, this is important because  the new word ignites the attention of the speaker.
Organising paraphrase: moves from basic rapport to a mental domain. As the parts of what was spoken are analysed by the listeners and are organised for the speaker and mediation of thinking occurs. There is often categorisation of ideas, e.g., “There are three issues here,” hence the metaphor of containers. Often the speaker will have a cognitive shift just from hearing his or her thoughts put into some order that hadn’t existed prior to the paraphrase.
Abstracting paraphrase infers meaning below the surface of what is said. A mixture of presumptions include listening for identity, concept, values, beliefs assumption and intentions. This is the most complicated paraphrase as it likely causes a  speaker or group to think in new ways, formerly unreachable to them.
What is summarising
Summarising involves taking the main statement from a piece of text and rewriting them in your own words, a summery is shorter is shorter than the original test and tend to give an overview of an topic area.
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In-class exercise 2: Su, risi

Re-read the text ‘To be a great leader, you need to start by leading yourself’ on the previous page.
Summarise main ideas from the text in your own words. Write about 175 words.
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a. 25% of babies are born to mothers who are adolescents,

= b. One out of four adolescent mothers has another bab B
Bifthaay, V before the first baby rea

¢. Aquarter of adolescent mothers gives birth when their first born is two.
d.  25% of adolescent mothers become pregnant again when their first babies are two years old

It has begn reported that the richest one percent of Americans own 40% of the country's wealth.

a. The richest 1% are 40 times as wealthy as the rest of Americans. = .

b. If the gap between rich and poor continues to grow at the current rate, the richest one percent will
soon own 40% of the country's wealth,

& 40% of the country's wealth is in the hands of only 1% of Americans.

d.  99% of Americans own 40% as much as the richest 1%.

The judge was relieved when the jury was finally ready to announce its verdict.
& When the jury announced its verdict, the judge was relieved.

b. The judge asked the jury to arrive at a verdict.

c. The judge welcomed the prospect of an imminent verdict. ./~

d. The jury welcomed the judge’s relief.

Research data suggest that girls who witnessed maternal abuse may tolerate abuse as adults more than
girls who did not.

y\‘jf Women who witnessed the abuse of their mother as teens are more likely to become abusive adults.
b.

£.

ﬂ-r’&p

Women who observed the abuse of their mothers when they were young are more likely to endure

abuse themselves.
y Women who were abused as children are more likely to abuse their own children~”
d. Girls who testify about maternal abuse tolerate abuse as adults more readily.

Martha thinks that the issue of adolescent problems is important to write about.

Martha thinks that adolescents like to write about their problems.

Martha feels that writing about adolescent problems is worthwhile.

Martha believes that the dream of most adolescents is to write something important.
Martha thinks that adolescents can write about their problems.

Write your own paraphrase for the following sentences:

il

A local newspaper claims that 75% of all homeless people do not like homeless shelters and prefer to live
as they do now.

Ronny told his aunt that a bear had attacked him, which she found difficult to believe.

Anvqne/who has ever driven through the Mojave Desert knows that one should always carry 4 supply of
extra water.

Of the 138 million acres of land that Native Americans owned in 1887, 90 million acres were taket
by whites by 1932.

A woman who was nominated by the president to head the department

was quickly a
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Ex.1

Read the following text and make notes on the main ideas.
of paper which you do not have to hand in.

You can do this on a sepal

To be a great leader, you need to start by leading yourself

Most people go into top positions with good intentions, but those often crumble due to the demands — and

perks — of the job. If you want to succeed, devote some time and energy to self-leadership, says consultant
Lars Sudmann.Bﬂg aleader is a little like being a parent; beforehand, we have all these rosy visions of how
we’re going to do it,hg_w incredible we’re going to be, and how we’ll sidestep the mistakes that we see other
people make. But when it’s our turn to assume the role, we find that reality doesn’t match our expectations
or imaginations. Sudmann, for example, believed that he would ace his first leadership role. Then, he held
his first major staff meeting, an employee asked a question about the company’s email signature, and the
proceedings — and his command of them — completely fell apart. i

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
to 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 is 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 p :
of “reframing” comes in; stopping and asking yourself ... on a scale from 1 to 10, how important is this
right now? Then, give yourself a moment to think: “How would the leader | aspire to be handle this situz
The answer will come to you.
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