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1. Introduction
Both academic and employability skills play a significant role in understanding the potentiality of a fresher candidate in the job interview. Recently, I graduated from my college; however, I think I need to improve my academic and employability skills in order to get a job in well-known corporate industries in UK. In this study, discussion on the required skills for working as an employee will be discussed along with a brief overview of the self-possess skills and communication skills will be analysed. Besides this, self-assessment of soft skills and hard skills will be analysed so that I can apply for the mentioned post successfully.      
[bookmark: _Toc16604600]2. Self-assessed skills
Different academic skills are required for fulfilling the requirement of a specific position. From my academic classes, I have been able to gain bachelor degree from a well-known university where I have gained different employability skills for corporate sectors. I have acquired several employability skills include communication skills, problem-solving skills, interpersonal skills and self-management skills. On the other side, I have also learnt about time management skills and technological skills in order to work in a corporate sector. I have gained knowledge and ideas about these skills, which help me in the ways of managing work performance and risk assessments. Apart from this, I learned from my academic sessions about software skills of computers such as MS office, C programming as well as basic knowledge of computers. With the help of these software skills, I can be able to do any computer-based job.  In my internship, I learn about oral, written, non-verbal and other communication skills for gathering knowledge of maintaining teamwork with communication skills and positive behaviours to others. Moreover, I have learnt another skill in order to make healthy working environment that helps in maintaining the organisational performance in particular corporate sector. It can be stated that my self-assessment skills need to be utilised in order to improve my career growth as well as professional development. 
[bookmark: _Toc16604601]3. Qualities that I lack and need to possess
However, I figured out that there are certain areas where I need to put more effort in order to meet the criteria of the job application for an employee in a particular corporate sector. My team management skills are poor because I am quite aggressive and short-tempered in nature. Hence, I need to possess teamwork skills, as this is the primary skill required for working in groups. Nowadays, employers or job applicants of corporate sector are in search of team working skills in order to perform all the tasks within workplace in a significant manner. Moreover, I found that my leadership skill and prioritisation skill were not good in practical sessions. In practical session, I was unable to manage huge workforce and maintain the team. It has been considered as the negative qualities so that I need to improve these skills by getting a suitable and well-known platform. Hence, I require possessing these skills for prioritising every task effectively. This would help me to plan the workload and allocate the time sensibly. In addition, as I have recently gained by graduation degree, I am not aware about the work pressure and ability of taking informed decisions. Hence, I need to possess this skill in order to apply in a corporate sector for developing and improving my skills that will help me in future growth. If I were able to possess this skill soon, the recruiter would be happy to offer me the job post by knowing my ability of working under pressure as well.    
[bookmark: _Toc16604602]4. Practical experience, personal knowledge and capabilities
[bookmark: _Toc16604603]In practical session of the university, I have experienced some conflicts among the team members. It has been reflected in decreasing the performance quality of my team. With the help of my mentor, I have managed the conflicts between my team members. Therefore, I have improved my skills of risk management. This experience helped me in learning the skills of managing the team in a significant manner. The management skills are important for managing work performance within workplace. The practical session has helped me in evaluating my strengths and weaknesses. On the other side, I have faced the lack of time management in order to complete the task within the deadlines. It has been the major issue for me as well as my team member. By getting some influential tips from my mentor, I was able to finish the work within deadline. My tutor has suggested us to handle the workload within short period of deadline. Nowadays, organizations are looking for time management skills from an employee. It has been stated that the time management skills of an employee can help in maintain the workload pressure within a workplace. By working in a team, I have improved verbal and non-verbal communication skills, which are the important to being an employee. In this practical session, I have learnt some technological skills that help me improving my knowledge power. Along with this, I have also gained software basic knowledge in order to operate the computers.  
5. Self-achievement in life, work and education
[bookmark: _Toc16604604]I have completed my Bachelor degree from a well-know university. Beside, my degree I have achieved some sports certificates in tennis and football. I have played tennis in state level but unfortunately, I have been not qualified for national tennis champion. Along with this, I have also acquired different learning aspects of employability skills that can help me to establish in corporate sectors. On the other side, I have also learnt about time management and team management skills in order to work in a particular corporate organization. I also achieved some knowledge of computers in working place. These skills can help me to promote the career growth in an organization. With the help of my academic skill, I have acquired some theoretical concepts of managing workforce within an organization. In this process, I have improved my commitments and dedication level towards specific task. Therefore, I can be able to show commitments towards my roles and responsibilities within a workplace. Moreover, I have gained some knowledge in the case of managing well relationship with team members. I also have some knowledge in Health and Safety laws, which need to be complied in working area. With the help of these achievements, I am able to be an excellent employee for any corporate sector.        
6. Assessment of soft skills and hard skills
As opined by Claxton et al. (2016), both soft skills and hard skills are required to apply for different job roles of corporate sector. I analysed that I have been able to enhance the software skills such as communication, developing a positive attitude, and giving attention to every detail effectively. On the contrary, other soft skills like working under pressure and managing time are still lacking inside me. Therefore, I require improving these mentioned soft skills to develop my job role strongly. I have been able to learn about making proper recommendations for the team management and maintained a positive attitude with other team member in a workplace. I can use these major soft-skills in my job position. On the other hand, Acevedo et al. (2016) opined that hard skills such as workforce management, managing supply chain, and managing the performance abilities require to be adopted by the implementation of technical knowledge. I possessed hard skills such as knowledge of risk management skills and time management skill that are required for improving working performance. However, I have to improve hard skill of controlling supply chain because this is a crucial type of hard skills in a corporate sector. As I am a fresher, I lack knowledge on maintaining accurate records of inventory levels. Therefore, increasing this knowledge area would help me to improve my personal as well as professional growth within an organisation. 
[bookmark: _Toc16604605]7. Acquiring of theoretical and practical knowledge
I found that both theoretical and practical knowledge are important for getting a suitable job in hospitality industry of UK. I have been able to gather theoretical knowledge about different process of dealing with staff, safety policies and technology for working in accomplishing certain job. Moreover, I gathered theoretical knowledge on Autocratic theory, democratic theory and consultative theory that are important for sustaining the offered position in the corporate sector for a long time. I learned about the application of these theories in work life that would help me in implementing the principles of these theories in different situations to maintain critical situations within the organisation (Perna, 2016). On the other hand, I gathered practical knowledge such as handling staff conflict and managing the business operations from my practical and theoretical session. However, I need to improve practical knowledge of teamwork in order to manage the responsibilities within workplace of a corporate sector. Currently, being a fresher, I would not be able to manage all the operations alone, hence, for controlling finance, and providing excellent performance, which are essential to address every requirement of an organisation. Additional to this, I gained practical knowledge of maintaining workplace conflicts to maintain the performance quality of particular organisation. Apart from this, I think that growing knowledge of safety policies and theoretical skills such as management of inventory items for viewing the stocks would be required to meet the needs of this specific job role. I have achieved some knowledge of computers in working place. These skills can help me to promote the career growth in an organization.        
[bookmark: _Toc16604606]
8. Personal development plan
	Skill
	Actions I will take to achieve this skill
	Monitoring process
	Time frame

	Teamwork skills
	I will use theories such as Belbin’s theory and Tuckman group of team development for knowing the factors required for developing effective team. In addition, I will watch different videos of teamwork activities which will help me to grow this knowledge.
	I will evaluate my teamwork skills by doing practical session in university for 3 months. Hence, if I am able to work in a team with other members, then my personal development will be prominent to me.
	3 months

	Time management and prioritising skills
	I will develop time schedules and use time management strategies for maintaining the organisational activities. I will use theories like Pickle Jar theory, and Pareto principle for prioritising the important tasks
	I will monitor my time management by using my strong communication skills. I will set deadline for my tasks and if I can complete the task within the set deadline, I will be able to gain this skill.
	3 months

	Working under pressure
	I will watch motivational videos and will try to be calm under pressure condition. Moreover, I will practice yoga and exercise to tackle pressurised situation for a corporate sector in a significant manner.
	I will join stress relief session and will stay active to avoid feeling of pressure. I will monitor by staying humble in such situation
	2 months


Table 1: Personal development plan

[bookmark: _Toc16604607]9. Conclusion
This study has presented important information related to individual development for applying for the post of an employee for an organisation. Self-skills and abilities has been discussed and analysed that would help in strengthening the knowledge areas effectively. Besides this, based on the qualities that need to be improved, a personal development plan has been presented. I have presented my hard and soft skills that would help in fulfilling my objectives shortly.  
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In-class exercise 2: Summarising

Ex.2

This task is designed to see if you can summarise ideas from course materials in your own words.
Re-read the text ‘The success of ALDI’ on previous page. Now answer the following question in
your own words: What factors contribute to ALDI's success? Write about 175 words.
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In-class exercise 1: Paraphrasing

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with you Task 1 (part of the Assignment for this module).

student Name: T A0de  Cavenru student ID: /1816000

Ex.1

Write a paraphrase of the following passage

Mike Erwin never envisioned himself as a social entrepreneur or activist. While he was no stranger
to leadership positions, his primary experience had been in large, structured organisations. He
thrived in the highly regimented program offered by the school. Later, Erwin excelled in his
assignments in the Army, winning multiple awards and medals. However, the founding and growth
of Team RWB had none of the characteristics of his previous endeavours. Erwin’s enthusiasm and
the organisation’s mission caught on rapidly and Team RWB attracted media attention
disproportionate to its size. Very quickly, the organisation grew beyond anything that Erwin had
anticipated. Without any intention to do so, Erwin accidently became an entrepreneur.
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In-class exercise 1: Paraphrasing

Ex.2. Decide whether the paraphrased passages are acceptable or unacceptable by circling thes
correct answer and briefly explain why.

Original Source: A key factor in explaining the sad state of American education can be found in
overbureaucratization, which is seen in the compulsion to consolidate our public schools into massive. factories
and to increase to mammoth size our universities even in underpopulated states. The problem with
bureaucracies is that they have to work hard and long to keep from substituting self-serving survival and
growth for their original primary objective. Few succeed. Bureaucracies have no soul, no memory, and no

conscience. If there is a single stumbling block on the road to the future, it is the bureaucracy as we know it.
Edward Tl Seyond Cuture, Anchar Publshing, 1977, p 219

Paraphrase 1 - acceptable /uracceptable—
Reason: > 00 =S m \Sad loat o cesscyy o

American education is overly bureaucratic. This is manifest in the increasing size of educational institutions,
even in small states. Bureaucracies are bad because they tend to work to promote their own survival and
growth rather than that of the institution, as was their initial objective. Most bureaucracies fail because they
have a conscience or a soul. | believe that bureaucracies are the biggest stumbling block on the road to the
educational future

Paraphrase 2 - acceptable /umaeceptable
Resson: W€ need X\\%'\—fﬂﬁ becavse m&jﬂ’\;‘z POF" O—(-‘:“‘C

e can\on Sjetein
Bureaucratization has proved to be a major stumbling block on the road to our educational future. American
institutions have become factories that are more conducive to the growth of bureaucratic procedures than
to the growth of the students who attend them. Bureaucracies have to work long and hard to keep from
promoting their own survival rather than the educational goals that were their primary objective.

Paraphrase 3 - acceptable / unacceptable

Reason: NO_ =0 hacathg] (T \m};"\rvcf umpu\q‘\zedc Neboemation

> m
Bureaucratization has proved to be a major stumbling block on the road to our educational future. American
institutions have become factories that are more conducive to the growth of bureaucratic procedures than
to the growth of the students who attend them. This means that, as Edward T. Hall says in his book, Beyond
Culture, today's educational institutions "have no soul, no memory, and no conscience”

Paraphrase 4 - acceptable / unaeceptabte /
Reason: _\oreortont weounld e ?td&s\ox\ﬁx_o‘@&\'\h/_w\ee’\—‘m
cukable People \a Ahe Clant pla ce 4

In his book, Beyond Cbiture, Edward T. Hall discusses the problems posed by the increasing bureaucratization
of American educational institutions. Hall maintains that overbureaucratisation is one of the key factors
governing the state of education in America today. He points to the tendency of bureaucracies to promote
their own growth and survival first and foremost, and observes that few overcome that tendency. He believes
that this is responsible for the fact that many public schools bear a closer resemblance to factories than to
educational institutions. In Hall's words, "Bureaucracies have no soul, no memory, and no conscience.”
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In-class exercise 2: Summ: g

Student Name: ( (SN & "EJ\A Q_QJtC_/ Student ID: /\P)/\@) oo

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
toyou a.t the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with your Task 1 (part of the Assignment for this module).

Ex.1

Read the following text and make notes on the main ideas. You can do this on a separate piece
of paper which you do not have to hand in.

The success of ALDI

The food retail industry is a highly competitive market. Aldi understands that its customers want
value for mcgc(\re! g\{‘t)\gg(not want to compromise on quality. This case study will demonstrate how
Aldi uses a lean approach to its business operations to offer its customers quality products at
competitive prices. What distinguishes Aldi from its competitors is its competitive pricing strategy

without reducing the quality of its products. In fact, in some cases Aldi’s products are 30% cheaper

tha £ i 4 " . . o
n thfi%{gﬂeibwompetltors. Aldi can do this because the business \ogerates SO eﬁncle&tﬂ!ﬁf

The three core values of Aldi are simplicity, consistency and responsibility. Le;\?gr’é uction ties in

A<, g Svine < cotcede val. y X '
cI‘é‘s"'&ly With these values. For example, Aldi stores are simple in design and all stores are very similar
which creates consistency.

For Aldi operating efficiently involves reducing costs in all areas of the business. Some of the key
areas where Aldi is able to minimise costs are by saving time, space, effort and energy. Aldi's
approach to doing this is to run its business around the principles of lean thinking. Whereas other
food retailers have elaborate displays, additional services and promotions that draw customers into
the business, Aldi’s core purpose is to ‘provide value and quality to our customers by being fair and
efficient in all we do’. The principles of lean production are planned and built into everything that
Aldi does. This starts within its supply chain. For example, up to 60% of Aldi’s fruit and vegetables
are sourced locally where possible, reducing the need for long and costly delivery journeys.

The principles of time based management are also built into the training provided for Aldi’s
employees. Through training staff to do a variety of tasks around store Aldi can minimise its staff
requirements. staff costs can also be reduced as fewer staff are required if they can perform a
variety of duties throughout the store. Aldi’s “no-nonsense’ approach to retailing therefore leads to
cost saving in numerous areas These cost savings are passed on to customers in the form of lower

prices, allowing the business to differentiate itself from its competitors in terms of price, as well as

the quality of the products it has on offer.
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