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[bookmark: _Toc28839600]ABSTRACT
Academic and employability skills are invaluable to the success of academic pursuits and later career prospects. This report examined the relevance of Communication, Power paraphrasing, Time management, Teamwork and leadership skills, and Personal development plan (PDP). The development of these skills while at the University enhances ones employability prospects and are essential for later transferability into the workplace. Books, journals and internet webpages were accessed to explore the meanings and significance of these skills, both to the student and to the workplace and ways to further improve them. Several tools are available for honing these skills, such as SWOT analysis, SMART objectives and PDP tools. However, due to the limitation of word count, these were referenced in the appendix. PDP proves to be a lifelong tool for continually analysing and assessing the progression of one’s set goals as well as the development of all the other skills towards perfection. 






1.0 [bookmark: _Toc28839601]INTRODUCTION
As societies are rapidly developing, organisations are also facing challenging competitions. Undergraduates must therefore, not only focus on obtaining a degree, but also on their employability skills (Morgan, 2017). This report is therefore, aimed at analysing my academic and employability skills so far, to ascertain whether I have acquired them. References will be made to in-class exercises related to these skills and scanned copies of these and their feedbacks are appended (Appendix 1). To further achieve the objective of this paper, the following necessary academic and employability skills will be defined; Communication, Power paraphrasing, Time management, Teamwork and leadership skills, and Personal development plan (PDP). The relative relevance of these skills to both academic and career (workplace) successes will be highlighted, as well as explore ways whereby, limited areas could be supplemented and strong points could be further improved. Where possible, implications of these skills’ acquisition relative to the Health and Social Care context will be drawn.

[bookmark: _Toc28839602]2.0 METHODOLOGY 
Resources on each employability and academic skills was obtained from various sources such as, published literatures (books and journals). Web pages were also searched for credible sources such as PDF and E-journals, as well as credible web sites through reliable internet search engines such as google and google scholar. Importantly, specialist databases on the online library of the UWTSD was searched for relevant e-books and e-journals. However, implications for credibility of the sources was crucial, therefore, books and journals were prioritised over web pages. Also, more current sources, within the last five years (2014-2019) were preferred to older ones where possible.

[bookmark: _Toc28839603]3.0 RESULTS
[bookmark: _Toc28839604]3.1 Communication
This involves the imparting or exchanging of information through speaking, writing, signing, typing, etc., and importantly, information technology skills, such as the use of the internet for several jobs. It is a process whereby, ideas, facts, opinions, etc., can be transmitted and/or shared (Maund et el., 2017). However, there are various forms of communication; verbal, non-verbal, active listening, body posture, etc. all of which impact our work with others whether at the University or in the office and the understanding the skill to use all forms to the greater advantage is significant (Ivy and Wahl, 2014). Possessing good communication skills at the university is crucial because, it enables the student to understand the lectures, be able to ask pertinent questions from their lecturers, as well as engage in relevant discussions with lecturers and peers. It gives the student confidence and self-esteem as they are sure to be able to defend themselves and their work at the university (Sotco, 2015). 

Information sharing and processing is a critical factor at the workplace, just as at the university. Good verbal, written and typing and IT skills are very necessary at the workplace to facilitate positive interactions both with colleagues and clients, to quickly understand and accurately process workplace instructions and the needs of clients towards a successful service delivery (Maund et el., 2017).

I possess excellent communication skills, demonstrable at the university and at my workplace. Academically, my skills are demonstrated through in-class exercises and assignments such as this. This skill has played a crucial role in my enjoying my university experience generally as I can make new and helpful friends with ease. Particularly, progressing in my studies is possible as I can interact with my classmates and contribute effectively during group exercises, as such activities are a cardinal requirement of the university’s standard of knowledge acquisition. Besides, being able to study with other classmates brings such positive outcomes as each contributes from their point of expertise and understanding and such interactions facilitate fast and lasting assimilation of facts. It also relieves the stress of lone study and gives the support needed to achieve good assessment outcomes, which in turn contribute to overall students’ development and goals’ achievements

The health and social care sector is a very challenging environment to work and excellent communication skills are invaluable. It is a most diverse public domain and people of diverse races, cultures, social and physical dispositions are encountered (veirmeir et al., 2015). Most of them are passing through various forms of difficulties and some may exhibit certain forms of behaviours, and I must successfully interact with them. Effective communication skills therefore, do go a long way to make a difference in delivering holistic services to the service users and to create a conducive work environment for colleagues. I have been able to accurately share information through typing, writing, signing and verbally, to facilitate the work and to encourage, empower and support service users in the diverse ways necessary.

[bookmark: _Toc28839605]3.2 Power paraphrasing
This is an organisational writing structure that employs cognitive skill requiring higher order thinking and high proficiency in both reading and writing. It promotes analytical thinking and focuses on completely addressing an issue accurately, thorough a restatement of the original text in one’s own words. At the university, this skill encourages students to organize sentences in order of importance, sub-section write ups into a number of points or stages that are expressed in paragraphs. This promotes clarity in the writing and aids an understanding of the full meaning of the text (Na and Nhat Chi Mai, 2017). Consequently, students at the university are required to structure their essay writings in this mode. 

Different forms of paper work and sometimes in large volumes must be tackled at the workplace and within a very limited timeframe. Such paper work include emails, clients’ or employees’ letter of complaints, domestic matters, social and financially-related correspondences, various forms of applications, e.g., higher positions in the workplace or in allied organisations, clients’ and business reports, staff issues, e.g., disputes and absences,  etc. the power paraphrasing skill is thus invaluable here. 

As a student, I do articulate constructively during in-class exercises, in group work with fellow students and in writing essays such as this, where I have had to successfully integrate the ideas that I have gathered from various sources into a unified and meaningful whole. Also, at my workplace, I have to write handover reports at every termination of my daily shift, submit periodic reports on the work and give written explanations when issues requiring investigations have arisen. Therefore, I do possess this skill and all the daily routines of employing this skill is helping my continuous improvement.

[bookmark: _Toc28839606]3.3 Time management
This is the process of scheduling, planning and consciously controlling the time expended on specific undertakings so that available time is effectively utilised. The concepts of proper organisation, delegation and fast problem solving abilities are essential ingredients in this framework. Appropriate time management helps accomplish much in quite a short time, and such benefit has an overall implication for the improvement of every other aspect of an individual’s life (Morgan, 2017).

At the university, carefully planned time management structure is critical to a student’s success, who must also grapple with all other necessary life engagements; family, social, recreational, spiritual, financial, etc. Good time management is therefore vital if students must achieve splendid performances in both their academic and personal endeavours (Nasrullah and Khan, 2015). I possess this skill to a good degree, because I arrive at every class about half an hour earlier. However, uncontrolled circumstances still pose a challenge and hence, the need for improvement, which I intend to explore. For instance, I will employ the Pareto’s 80-20 rule of time management which advocates that “20 percent of one’s activities will account for 80 percent of their results” (Siddiqui, 2015). Therefore, the most significant stuff should be prioritised. Other strategies include; always planning a to-do list, working out my best study strategies and carrying out dedicated studies at a regular space and time, being realistic regarding actual study times, applying time budget to activities, focussing on long term goals, soliciting for help if needed, learning to say ‘NO!’ if I must and reviewing my notes regularly (Morgan, 2017).

At the workplace, proper time management is the epitome of professionalism. It creates a stress less work life as there will be no missed deadlines, appointments or meetings, thus making for a most efficient and effective workflow and output. Importantly, it creates beautiful and strain free workplace relations, turning the work place into a place everyone enjoys returning to. This could be very crucial for employees’ social and psychological well-being (Sahito and Vaisanen, 2017).

I do possess this skill because I find myself quite organised and always ready with what is expected of me. Consequently, I work smarter rather than harder and my work has this current of a free flowing stream of events. More so, just as in the university, I am always at least, half an hour earlier to work. Good time management has a far reaching effect; it impacts one’s personal life, those around them and helps to achieve overall organisational goals.

[bookmark: _Toc28839607]3.4 Teamwork and leadership
While teamwork is the ability to work with others to achieve an overall group objectives, leadership on the other hand, is the ability to take charge of situations and harness the efforts of others through leading, empowerment and motivation, so that the objectives of the team are successfully achieved (Maund et el., 2017). According to Sohmen (2013), there is an intense relationship between teamwork and leadership and one cannot exist without the other. At the university, teamwork improves communication and increases the efficiency of individuals, thereby helping everyone. For instance, introverts and sensitive students are particularly empowered through collaborations during group projects which make their learning experience less stressful, as they actively make contributions and master ways of handling constructive criticisms. Team exercises are crucial for future careers as they create situations where individual’s unique strengths and abilities are highlighted and leaders emerge. I do possess this skill because I seem to be a good team player, with such natural ability to consolidate people and motivate them to persevere even in difficult situations. 

Collaborative skills are particularly important in the workplace. Leadership and teamwork must be effectively balanced and coordinated for optimal organizational success. It is a proven fact that, the most competent leader would fail with teams that derail the leader’s objectives, while conversely, a good team constitution could aimlessly drift without an astute and effective leadership (Sohmen, 2013). Teamwork is of paramount importance in the health and social care environment where multidisciplinary working is the norm (Anning et al., 2010). Therefore, such collaborative soft skill is critical, not just for optimal service deliveries, but also for an edge in employability and job retention.  

I am confident that I have this skill because of how fast I have progressed in the work and enjoying mutually successful relations with both colleagues and service users. Pursuing a career in the field is a result of the joy and fulfilment that I derive. However, there is no end to developing in this regard and as a budding leader, I must keep improving through studying the biographies of successful leaders like Jesus Christ, Lord Alan Sugar, Sir Richard Branson, etc., as well as read books on leadership skills and apply suggested principles to my team activities, both at the University and at work.

[bookmark: _Toc28839608]3.5 Personal Development Plan (PDP)
PDP is aimed at aiding one to plan for and reflect about one’s own personal, academic and career development, establish the direction for growth and take responsibility for achieving set objectives (Morgan, 2017). At the university, PDP is designed to help students reflect on their performance and accomplishments, while planning the progression of their personal and professional management (HEA, 2019). PDP helps students to recognise those skills and abilities to develop during studies, understand their relative transferability to employability and professional contexts, identify and advance limitations, and work at enhancing employability through constant review and self-analysis (HEA, 2019). To hone my attributes, I developed a plan for self-assessment using the SWOT analysis framework (Gürel, 2017) (Appendix 2), and SMART objectives (Morgan, 2017) (Appendix 3), from which I continually update my PDP (Appendix 4). The valuable insights gained provide greater clarity for achieving my set goals, and the confidence and competencies respecting my employability.

PDP is essentially a lasting practice, continuously revised, to expedite enduring employability and career progression, through refining workplace skills to requisite expertise. Objectives are converted into feasible strategies through drafting and executing organised procedures, that count on presumed impediments, transferable skills, current learning and further training requirements to overcome negative outcomes (Morgan, 2017). 

[bookmark: _Toc28839609]4.0 CONCLUSION
The foregoing report focussed on some academic and employability skills: Communication, Power paraphrasing, Time management, Teamwork and leadership skills, and Personal development plan (PDP). Books and journals as well as internet sources were employed in analysing the meanings and relative significance of these skills with respect to my life as a university student and how they could be transferable into the workplace. While I possess most of these skills to some degrees, continuous improvements are desirable, hence, how such improvements could be made, was also explored. Generally, tools such as SWOT analysis, setting SMART objectives and a PDP could aid in honing these skills to perfection and such self-analysis and self-awareness will certainly lend an edge to the preparedness for the student’s working life and employability of the graduate. 
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[bookmark: _Toc28839612]Appendix 1
IN-CLASS EXERCISES

Dear Ma, you understand the problems I had getting back my feedback of exercise 1 and not being able to get the script for exercise 2 to carry out the exercise. As soon as the holidays are over and we are back to the University, I will certainly get all these done, as soon as possible and before the final work for the whole module is completed. Thank you.
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SWOT ANALYSIS

Swot Analysis is a simple but powerful tool for analysing personal and organization’s capabilities and deficiencies, conceivable opportunities, and the external threats to present and future progression. The acronym SWOT therefore connotes; ‘strengths,’ ‘weakness,’ ‘opportunities,’ and ‘threats.’ 

THE SWOT ANALYSIS TOOL
SWOT ANALYSIS





EXTERNAL FACTORS
Opportunities
Threats
INTERNAL FACTORS
Strengths
Weaknesses





Source: Gürel, 2017
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SMART OBJECTIVES

It is important for leaders and managers to get the process of setting objectives right, as inadequately formulated objectives could guide an individual, a team or an organisation in the wrong direction. Specific and measurable objectives provide a definition of the success of a project or initiative. SMART is therefore an acronym as highlighted below:

	S
	Specific
	What will be accomplished? What actions will you take?

	M
	Measurable
	What data will measure the goal? (How much? How well?

	A
	Achievable 
	Is the goal doable? Do you have the necessary skills and resources?

	R
	Relevant 
(or Realistic)
	How does the goal align with broader goals? Why is the result important?

	T
	Timely 
(or time-bound)
	What is the time frame for accomplishing the goal?
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PERSONAL DEVELOPMENT PLAN (PDP)

A typical academic or professional PDP could be designed as shown below for use in continuous assessment and self-analysis.

	Learning objectives (academic)
	Action plan - specific tasks/actions/opportunities
	Measurement of success
	Target datelines
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