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Summary 
Universities and colleges of higher learning support students through developing skills that are useful for them to succeed in their learning as well as carry on to their process of applying for job roles during or after their education.  This report will look at employability skills and identify how important the skills are to academic as well as at work to find if employability skills should be encouraged in higher institutions of learning.















Introduction
In recent times, academic institutions are doing more than in the past to help students achieve better grades in their academics as well as prepare them for the work place.  It is not just to secure a position but to also be efficient in their tasks. One of the most valuable strategies is developing the skills that can be used to succeed as a student and carried forward to be used continuously in the workplace.
This report will define academic skills and employability skills. It will discuss the academic employability skills that I have learnt so far. It will also analyse my progress in the skills using class exercises as my examples. It will identify skills that I will need to develop further to enhance my performances.
Skills- are the experience or ability to be able to perform a task to expectation, According to Martin (2010) suggests that skills can be linked to the competency to perform a task. Also, Cottrell (2008) describes skills as the ability to perform a learned activity well at will.
Academic skills- are the skills required for a student to perform in order to achieve high grades in their studies. They are the skills that demonstrate learners understanding of subjects taught Martin (2010).
Employability skills - are transferable skills that are needed to make individuals employable. According to Martin (2010) employers specify skills they require from employees to help them perform well on the job in addition to the subject matter.


Methodology
There are quite a number of skills that are transferable from academics to the workplace that helps to improve employee performances for the purpose of increasing organisation performance and productivity.
Skills can also be categorised into soft and hard as well as transferable skill and are discussed as follows:
Soft skills also known as interpersonal skills are described as the personal qualities that enable an individual or group of employees to be good employees, for example; listening, etiquette, communication and the ability to get on well with people Maund et al (2017).
Hard Skills are described as the quantifiable and teachable abilities for example, proficiency in a language such as German, a certificate or degree in a subject and competency in computer programs, Maund et al (2017).
Transferable Skills are qualities that can be transferred between jobs; they are skills that can be enhanced as an individual progress through education, training and employment, Maund et al (2017). Some examples of transferrable skills are listed below; 
· Time management skills
· Team working skills
· Planning skills
· Communication skills
· Listening skills
· Analysing skills
· Problem solving skills
· Paraphrasing skills
· ICT skills
· Report writing skills
· In this section, I will be discussing some of the skills that have been discussed in the class.
· Time management skills

My academic employability skills
The following section discusses some of the academic and employability skills that have been discussed in the class and how I have used them on a regular basis, it also focuses on skills that I will require to strive well in the retail industry according to Nickson et al, (2017). Some of the skills  highlighted for the retail industry are therefore discussed as follows;
Time management skills
I have used my time management skills to plan to attend my lectures by planning the time to arrive such that I am not late. Also I have used time management to plan my daily activities placing them in order of importance and priority. This skill will also help me in the workplace to manage my workload by prioritising in order of importance and priority.
Team working skills
I have been privileged to work as a part of a group of individuals from different background but all working towards the same purpose of achieving success. I have successfully adapted to the type of arrangement and sure that this will enable me to enhance my working ability as part of a team in my current and future roles.
Communication skills 
I have been able to communicate with colleagues at the same level as well as senior level lecturers in the learning environment, I have communicated effectively through writing, verbal and presentations. I can use the transferable skills to stand me out during interviews to build my confidence as well as to communicate with colleagues and senior managers through all various modes of communication such as emails, verbal and for presentations.
Problem solving skills
I have been able to solve problems from the coursework and class activities, identifying what the issue is and what is expected of me, based on this, I have produced results to solve a variety of issues. This skill is useful and will be transferable within the work environment, once a task is presented to me, I can then use my problem solving skills to identify what is required of me.
ICT skills
I have been working on various computer applications using Microsoft Office to produce my reports and essays for academic assessment; this has helped me to enhance my knowledge of using this applications and I believe that the skills will be transferable in the work environment considering that organisations are now going computerised.





Discussion
In examining myself for skills that I already have and those that I wish to enhance, I carried out a SWOT analysis to identify strengths, weaknesses, opportunities and threats in myself.  After identifying areas that require further development, I then used a Personal Development Plan (PDP) to plan to develop those skills that I have weaknesses in areas where I am good at but where I can benefit from further enhancing my skills in the areas.
SWOT analysis
The abbreviation SWOT is for Strengths, Weaknesses, Opportunities and Threats. I initially conducted an analysis of SWOT on myself to know the skills I already possess and those that are required for me to progress with my studies and employment. The following was analysed;
Strengths- I listed the things I am good at doing as follows;
· Management
· Communication
· Problem solving
· Analytical ability
· Organising events
· Advise through consultations
Weaknesses- I also listed the area that I believe I have a weakness in so that I can start to work on this area; I have purchased a laptop to start with so that I can develop myself as follows;
· ICT 
Opportunities- I also plan to enrol on an ICT course to help me improve on my knowledge in ICT. My opportunity to develop my ICT knowledge will be as follows;
· ICT course
Threats – I found that it can be a challenge for me to manage time between work, studies and attending the ICT course due to;
· Time management

PDP Analysis- Personal Development Plan is a process that enables the ability to think and plan academic, career and professional plan. It helps to think and identify what is required to perform certain roles and what to do to achieve them within a space of achievable time.
The following sections were identified in my PDP and the plans to work on them are discussed below;
My goals
· Short-term-to build a professional portfolio
· Mid-term goals- to become a business manager
· Long-term-to become a business area manager
Skills and Knowledge
· Short-term-to learn basic ICT skills e.g. word, excel and PowerPoint 
· Mid-term- to learn intermediate, more than the basic including office outlook.
· Long-term- to learn advanced skills in ICT i.e. Microsoft office package.
Next Steps
· Short-term-I will buy a laptop and get myself used to the applications.
· Mid-term goals- I will enrol on an ICT course.
· Long-term-gain more confidence working by myself.
Resources
· Short-term- a laptop
· Mid-term goals- funding and free time
· Long-term-office environment
Time schedule/start/finish
· Short-term-6 months/ 1-11-2019/1-05-2020
· Mid-term goals- 2 years/1-06-2020/1-06-2022
· Long-term-2 years/1-06-2020/1-06-2022

Paraphrasing 
This is the ability to express a sentence with different words but having the same meaning or explaining a sentence in a clearer and more understandable form. According to Chowdhury and Miah (2019), paraphrasing is the ability to write another person’s idea in your own words such that it has the same meaning or makes the sentence even clearer.
In my learning, paraphrasing will help me to read, understand, analyse and interpret paragraphs in my coursework and other academics assessments in a manner that demonstrate my understanding of the subject.
I participated in two (2) in class paraphrasing exercises where I read a case study to understand, I was firstly required to paraphrase the case study using my own words but having the same meaning as the author and secondly to complete blank spaces from sentences extracted from the case study using another sentence with exact same meaning to replace the original sentence used.
I demonstrated a clear understanding of ways of paraphrasing in my class exercise, according to the tutor; I made a good start however he advises to paraphrase all the text and check the grammar. Although I have picked the tutors recommendation but the reason why I did not paraphrase all the text is because the time given was not enough for me to complete the task of paraphrasing. 
In the second part however, I made adjustments to my timing and was able to complete my task within the time given hence the tutor’s comment on my exercise that described my work as very good work.
This in class exercise has given me a practical experience of paraphrasing sentences which I find very useful in future academic assessments and also in the work place when I have to write reports or during the process of note or minute taking of a professional meeting.

Conclusion
In conclusion, developing employability skills is useful for developing as well as enhancing academic skills because it will help to gain better understanding of what is required in assessments. Also developing employability skills will help to prepare me for the work environment to help me perform my task appropriately. The ability to use SWOT analysis to determine skills that needs to be enhanced and PDP to plan the development process as well as paraphrasing to be able to summarise or use other words to make the same meaning are quite useful tools for me to succeed in my academics as well as at work, therefore developing employability skills should be recommended in higher education.
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4. Of the 138 million acres of land that Native Americans owned in 1887, 90 million acres were taken away
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Paraphrasing Exercises
adapted from http://web.jjay.cuny.edu/~esl/paraphrasing1.htm

Which sentences are closest in meaning to the five sentences below?

1. 25% of adolescents who have one baby have a second baby within two years of the first baby's birth.
. 25% of babies are born to mothers who are adolescents.
One out of four adolescent mothers has another baby before the first baby reaches his second
birthday
¢ 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.

2. It has been reported that the richest one percent of Americans own 40% of the country's wealth.
a. Therichest 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
500N own 0% of the country's wealth.
@ 40% of the country's wealth s in the hands of only 1% of Americans.
99% of Americans own 40% as much as the richest 1%.

3. The judge was relieved when the jury was finally ready to announceits verdict.
a. When the jury announced its verdict, the judge was relieved.
b. The judge asked the jury to arrive at a verdict.

The judge welcomed the prospect of an imminent verdict.

@ The jury welcomed the judge's relief.

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

a. Women who witnessed the abuse of their mother as teens are more likely to become abusive adults.
Women who observed the abuse of their mothers when they were young are more likely to endure.
abuse themselves.

c. 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.

5. 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.
d. Martha thinks that adolescents can write about their problems.

Write your own paraphrase for the following sentences:

1. Alocal newspaper claims that 75% of all homeless people do not like homeless shelters and prefer to live
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Paraphrase the following sentences from student paragraphs to avoid plagiarism.

1. However. college students today are the first groups of students to need the Internet for .
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2. Chinese speculators are able to realize profits from this buy-and-sell practice as property
prices are currently on the upswing.
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3. Researchers have found a strong association between computer and Internet use in
adolescents and engagement in multiple-risk behaviours (MRB), including illicit drug
use, drunkenness and unprotected sex.
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4. Drug resistance remains a major problem in combating HIV infection, but a different
approach to drug development could be the answer.
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5. North China's Shanxi Province, the country's Targest coal supplier and most polluted

region, has the dubious distinction of having 16 cities on the list. Neither Beijing nor

Shanghai appear on the list .The report found that only 22.94 percent of sewage was

treated adequately in the cities surveyed and less than 20 percent of household garbage

met with proper handling. It said 178 cities examined had not built any sewage treatment

facilities and 130 cities had not been equipped with garbage disposal plants.
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Read the following text and make notes on the maln Ideas, You can do this on a saparate plece

of paper which you do not have to hand In

To he a kreat leader, vou need to start by leading yourself

Most peaple go Into top positions with good intentions, but those aften crumble due to the demands — and
perks — of the Job. If you want to succend, dovoto some time and energy (o self-leadarship, says consutant
Lars Sudmann, Belng a leader is a little fike boing o parent; befarehand, we have all these rosy visions of how
wo're golng to do It, how incradible we'ro golng ta be, and how we'll sidestap the mistakes thit we see other
people make, But when it's our turn to assume the role, we find that reality dossn't match our expactations
ar Imaginations, Sudmann, for example, believed that he would ace his first leadarship role. Than, he held
his first major staff meeting, an employes asked o question about the company's amaull signature, and the.
proceedings — and his command of them — complately fell apart

~

(9 (L p= =y

Aftersome months, Sudman realized ho was fighting against certain antronched factors that keap all lnaders
from improving. Like many In the working world, leaders have too much to do and not anough time to do it;
they don't clearly think through thelr priorities and strategles; and being in o 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 Stolc philosopher, Rather than spending his time trying to learn to rally and guide others,
Marcus Aurelius facused a surprising amount of his energy on mastering self-leadarship, Sudmann has found
this orlentation tremendously helpful. Below he braaks down thres actions that go nto self-leadarship.

Firstof all, you need to be aware of your shortcomings; leaders nead to know all of thair biases, predilections
* and weaknesses, Another idea s to take 5 10 minutes every day to think about the challenges you've racently
handled and the ones you'll soon face, While Marcus Aurelius was fond of reflecting In the evening, Sudmann
. likes dolng this over morning coffee. Quastions ta pose include: “How did my leadarship go yesterday? How
‘ would the leader I'd like to be have faced the challenges | faced ? What about my challanges today? What

could | do differently ™ Write down your thoughts so you can refer back to them and learn from them.

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

right now? Then, give yoursell s moment to think: “How would the leader | aspire to be handle this situation
L The answer will come to you,
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E£x.1 Write a paraphrase of the following passage.
associated with romance and

Chocolate has always been considered an affordable little luxury,
a in Ivory Coast involved

celebrations. Therefore in 2001, revelations that the production of coco:
child slave labour deeply shocked chocolate companies, consumers and governments alike. The USA
passed legislation mandating that standards be created to permit companies who could prove that
their chocolate was produced without forced labour to label their chocolate “slave-labour free.” The
chocolate industry. agreed to an international protocol that would give chocolate producers four

years to limit abusive practices.
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