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INTRODUCTION


This report will contain a detailed explanation about how my employability skills are connected to my academic studies learned from UWTSD. I will explain how communication, time management as well as team work are all associated and connected in order to achieve an outstanding result within a place of work, study or normal life situations. Furthermore I will explain the meaning, effects and how to avoid Plagiarism. 
At the end of this report I will explain about Published literature from first term and the Conclusions about this report.
I’m writing this report to reveal my own experience in first term at UWTSD.


















MAIN STRUCTURE OF THE REPORT


1. EMPLOYABILITY SKILLS VS ACADEMIC SKILLS

Employability skills are a vital skill which involve the development of knowledge and mind set which are transferrable skills that are suitable in almost every job.
Employability skills are mentioned as hard skills and soft skills. Those skills usually improve my performance, reduce errors and encourage collaboration with my co-workers, allowing me to perform my role successfully. 
Furthermore, the benefit of having those skills is that it could make me stand out of other candidates who might be challenging the same position.
Although different people might have similar experience and qualifications, you could have a better opportunity of being hired by an employer if your employability skills are more suitable for the job.

Employability skills are divided into hard skill and soft skills:
Hard skills
the definition of hard skills usually refers to the technical knowledge which have been gained through your life experience within your education or career. A few examples of hard skills could be classified as: Programming, Software development, marketing management or Mathematics formulas.

Soft skills 
Soft skills usually refers to the skills that are within your own character and define the way you work with yourself or others. Those skills are effective since most of the employers take this in consideration as effective communication, teamwork and dependability represent the way an individual is within an environment. Examples of soft skills are: organisation, teamwork, effective communication, problem solving and integrity. Most of the employers are looking for job applicants with soft skills rather than hard skills.



2. COMMUNICATION

Communication is simply the act of transferring information from one place, person or group to another.
The importance of communication is because people can exchange the information or passing the information, ideas or thought from one person to the other person. This is being divided into 4 different types of communication: verbal, non-verbal, written and visual.
Communication it also vital because it bridges the gap between individuals and groups through the flow of information and understanding each other much better.

The ramification of communication is the reason why good communication skills are considered so necessary by employers around the world: accurate, effective and unambiguous communication is actually extremely hard.


Communication at my work place
I’m working as a taxi driver at my own Airport Transfers Company. One of my mission is to constantly help improve the quality of minicab services in London for both customers and drivers.
In my own opinion I believe that in any working environment, communication can bring high productivity, safety and happy costumer.
Communication is the most important component in my business to avoid confusions such as dropping off the customer to a different destination or airport. 
The communication with my costumer/operators must be clear, correct and precise. If I will met the purpose then I can be sure that the management and the company will work as a team. An efficient communication ensure better decision which I make, regarding the investment to achieve a higher number of costumers and the new possibility of growth and development by using the creativity of the employees (operators). I’m trying to use a clear and appropriate message who can leads to the achievement of company goals and objectives. To have a constant communication at my workplace, I can give a significant impact on productivity, employee satisfaction, and income.

Communication relevant to academic studies
Communication is one of the most important skills that has a major impact on our academic studies since it`s vital to receive and also pass on the right information. In the case where we are misinformed by another individual, book or internet it could lead into a failure of expressing the correct type of information. Good communication determines an individual`s level of knowledge, self-esteem and personality which are all linked into an overall result of obtaining a fixed target such as University Degree , Projects or Group Work.


3. TIME MANAGEMENT

Time management usually refers to the way in which you personally manage your time in an effective manner so that the right time is allocated to the right activity. Effective time management allows an individual to assign specific time slots according to their order and importance. This states into making the best use of time to meet certain deadlines efficiently and effectively as time is always limited. A few examples of good time management are: effective planning, setting goals and objectives, setting deadlines and prioritizing activities by their importance. 

Time management at my work place 
Time management at my workplace time management is an essential skill I need to poses and dominate since a lot of things could be very unpredictable. For instance, as an airport transfers taxi, it is vital to take time management into considerations as planes could land earlier or later than expected, which will eventually mean that I have to leave towards that certain airport earlier in order to not cause a delay in the process of picking up my customers. Time management also depends on other factors such as traffic, as it is always unpredictable, accidents in traffic could always be a cause why one hour delay could be possible. Time in certain situation could be seen an advantage or something to be pressured by. Furthermore, time management plays a vital role within a place of work as it helps you be more organised with your work, arrive in time and also meeting the customer`s satisfaction. 


Time management relevant to academic studies
Time management plays a vital role into achieving success in studying. It is important to create a strategy and divide your time wisely for every single subject, essay, projects and other study related entity. In the case where your time management is poor, there are risks of falling behind with the work which means that other hours need to be invested into putting the effort to catch up with your work. By doing this you assume your own risk into not clashing with another time slot reserved for something else, for example another subject. The more your time management skills downgrade, the more time you will need to catch up. This applies to normal academic situations and not just studying where you lose track of the time and end up being late for your lecture. An individual becomes more organised as a result of effective time management as success and failures in exams or workplace all depend on the time.


4. TEAM WORKING
Team work refers to the process of working in collaboration with other individuals in order to achieve an objective. It states that all the individuals within that group will try to cooperate and use their own individual skills in order to provide feedback and achieve their main goal of the task. Team work does not only depend on individual skills, but also to operate smoothly and efficient within the group. This could draw many abilities between partners such as: encouraging each other, compromise, understanding other people`s actions based on their behaviour and asses each other in terms of their performance. This will work together into achieving extraordinary results and completing tasks together without interfering with any difficulties. 






Team working at my work place 
Team working within my work place is something essential due to the fact that everyone must take into consideration their own individual tasks as well as working together into providing an exceptional service to our customers. Due to the fact that the company I work in is formed of multiple workers, everyone needs to communicate respectfully with others, establish tasks which have to be monitored and done, collaborate with each other and also give each other feedback. If all of those circumstances have been met by every worker, then all the jobs will be correctly allocated, the customers have paid for their journey in time, the operators would not have any complications with the customer and the drivers will know how to be on time to their pick up addresses. 
Team work relevant to academic studies
The advantages of teamwork within a place of study provides a moral support and also a better sense of accomplishment that could be beneficial. For example, when we need to handle a project and have unrealistic deadlines, it is more beneficial to work as a team together and spread our duties between each other. Leadership is essential within team working because certain individuals need to have potential in order to motivate others in their team that work for them. This is beneficial as problem solving will be easier since everyone is working together and can potentially come up with good solution. Which means that if everyone would have their own work to do in their specialisation, the final outcome will be accomplished on time and also at a higher standard. It is important that every team member communicate efficiently into a good and respectful manner in order to achieve the best results.
A good example for this would be the project we had to do as a group in Digital Skills and Research Methods for McDonald`s. My duty in this project was to explain the impacts of modern technology and how this reflects upon their customers. 




5. SWOT ANALYSIS

Is a procedure used to define and describe your Strengths, Weaknesses, Opportunities, and Threats.

SWOT analysis evaluates internal and external factors, in the same way as present and future prospective.
The Companies should use the SWOT as a model and not essentially as a recommendation.
Strengths
Strengths exist as internal, positive characteristics of a company. Those are things that are not beyond the control.
Weaknesses
Weaknesses are the negative factors that they have been expand from the strengths. Needs improvements to be competitive.
Opportunities
Opportunities are the relevant factors in the business situation that they will probable achieve to the success.
Threats
Threats – there is no control about this independent factors. By organizing a plan we can deal with this factors, if they appear.





My strengths and weaknesses

Strengths: 

I have got high confidence that’s mean I am able to advance positively and inspire an image of leadership and loyalty. Also I have the ability to connect to directional obligations.
I am good to make decisions after a meeting, with essential information. 
I’ve always been a natural leader.
I have the ability to find the issues that customers and my employees are facing. 


Weaknesses:

I am taking too much responsibilities. 
I don’t feel too comfortable to take the risks. 



6. ACADEMIC SKILLS

Plagiarism appear when a writer consciously use somebody else's words, ideas, or other original writing pretending is his own work.

The reasons why is wrong to plagiarize
· By developing a better perception of the content is improving my learning power.
· It also helps to improve my writing skills with a constant exercise.

Why I have to avoid plagiarism
I need to practice my writing skills, especially if I want to get a good mark.
By copying someone’s work and presenting to be as my own work is incorrect because that means I am lying to everyone, usually to my teacher.


Paraphrasing is about writing someone’s idea in your own words. Therefore, by paraphrasing it shows that I understood the original content.  
Techniques of paraphrasing 
· By changing the sentence of patterns
· To use many synonyms and keywords as much as possible
· To change the order of the words


Summarising
Summarising is a small indication of a whole discussion or argument. People summarize the material when the original material is long. Summarizing can save time from your work and also increase an understanding from the work. 

7. PUBLISHED LITERATURE

In this term I’ve been using: text books, website articles and Journal articles.
Text books was my academic source to write my assignments.
By using website articles I’ve done the most of my research for my work at this term.
Journal articles have been using to accumulate more information to help me writing my reports for this academic term. 
At my work place I am using most of the time: the booking program – to create bookings, website’s airport such us – Heathrow, Gatwick, Stansted and Luton – to check the flight status.

CONCLUSION

By completing this report I can confidently say that I have understood the importance of having my own academic and employability skills. Therefore, I have also learned how to apply those skills in my workplace as well as my place of study. Overall, the importance of employability and academic skills will eventually unite in order to bring an outstanding outcome within your workplace, place of study or real life situation with the use of communication, time management and team work.
I have also learned about how to understand and comprehend a SWOT analysis in detail, avoid plagiarism and how to paraphrase and summarise certain sentences. 
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