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INTRODUCTION
	Skill is termed as ability to perform certain task with set outcomes within specified time and energy with effective use of knowledge. Academic skills help an individual in achieving success in with full potential and are developed during studies. These are transferable for future growth and makes person employable, developing skills is an on-going process. In this report employability skills are explained along with different types of hard and soft skills. SWOT Analysis will be done so that Personal Development Plan will be developed to analyse individuals’ skills. Academic skills will also be included so that general and specific abilities will be discussed in development plan.

[bookmark: _Toc28515457]MAIN BODY
[bookmark: _Toc28515458]Skill
	Skills can be defined as talent or expertise which is required to get employed and perform specific job and daily activities of job profile. There are different types of skills which helps individuals to succeed in every aspects of life. Employability skills are abilities which makes an individual employable with understanding of subject, knowledge and technical skills which helps in employment activities. Academic skills on the other hand is behaviour which students develop during education session and leads to development of analytical, creative, problem solving and communication skills. Such skills comprise of writing, presentation and referencing skills along with some complex skills like logical thinking and reflection practise.

[bookmark: _Toc28515459]Employability skills
	These skills help an individual to outline set which employer wants from them and they believe that will assist employee to perform effectively in job profile. These skills depend on attitude, knowledge and technical understanding of individual. There are different types of employability skills that helps an individual to get fit for job profile. Some of them are as follows:

[bookmark: _Toc28515460]Inter-Personal Skills: These are related to ability to understand written and spoken text so that meaningful information can be extracted. This also includes communication skills which helps in maintaining relations with other employees in organisation. 

[bookmark: _Toc28515461]Problem solving skills: Another employability skill is problem solving which brings ability to understand problem and then break it into smaller sections so that it can be solved effectively. This is done with identifying appropriate solutions and implications so that key issues can be addressed. 

[bookmark: _Toc28515462]Team - Working Skills: This provide ability to an individual to work with other employees who comes from different culture, background, discipline and expertise. This helps to accomplish team and organisational efforts with collective efforts. 

[bookmark: _Toc28515463]Negotiation Skills: This helps person in expressing requirements so that win – win outcome can be achieved, and organisation is benefited from this deal as well. This helps personnel to represent organisation in front of outside parties and negotiate so that required position can be gained.

[bookmark: _Toc28515464]Soft and Hard Skills
[bookmark: _Toc28515465]Soft skills: 
These are inter-personal and character traits which assist individual in building and maintaining relationships with other. These are complementing to hard skills required at workplace so that personnel are effective in performance. Such skills are important so that employees can work as team, positive connections and accomplish tasks as well. Some of them are as follows:
	Communication: This also includes verbal communication, which is ability to speak effectively and concisely, non-verbal communication is capacity to react in positive and with effective expression. Aural communication is termed used to define effective listening and extracted meaningful information from same, written communication is skill that helps in composing reports, mails, formal letter, etc. visual communication is involving skills so that images and visuals aid can be use to gather relevant data with analysis. 
	

Time Management: In order to be effective, it is important that employees know how to manage time according to priorities of tasks and complete them respectively. This skill is known as time management which helps individuals to recognise essential duties and perform efficiently so that organisational and personal objectives can be achieved. 

[bookmark: _Toc28515466]Hard Skills: 
These are more job – specific and need to be present in employee so that they are employable by organisation. Such skills are acquired by educational sessions, training and certifications programs and formal coaching. These skills are expected to be required by personnel and are mentioned in job description so that profile and duties are cleared to candidates. These are included in resume of individual and need to mention so that there are higher chances to get employed. 

	Data Analysis: Such skills are highly valued in organisation as it represents ability to analyse data so that meaningful information can be extracted for benefit of company. These are those skills that helps personnel to be effective while dealing with financial issues and problems of company.

	Computer Technology: In current scenario it is important that personnel is able to handle the technology based machines and equipment. This helps employer to increase performance and efficiency of teams with the help of different skills like Microsoft Suite, various software and social media. 

[bookmark: _Toc28515467]Skills Analysis
	To analyse skills, it is essential to conduct SWOT Analysis so that internal assessment can be done by individual so that weaknesses can be overcome, and personal development plan can be prepared. This identifies strengths, weaknesses, opportunities and threats so that weakness is mitigate with helps of skills. 

Strengths: This represents skills and abilities that an individual possess and helps them to perform effectively in organisation. These identify talent and ability which ensures employability of personnel. 
· One of the biggest skills that I possess is communication skills that helps me to be effective listener and maintain relations with employees. 
· Another soft skill that I have is managing time which I learned during academic sessions by submitting my assignments on time.
· I am effective in using computer related technology and inter-personal skills which helps me to be efficient in getting employ by organisation. 
· I have worked with teams during my educational session which has helped me to gain team working related knowledge and skills. 
· I am effective in inter-personal skills which helps me to build relations in academic sessions and retain same in organisation with employees. 

Weaknesses: This section will identify weaknesses that will hinder my employability and academic skills and need to be overcome so that it does not become threat for future career.
· I lack in written communication which is one of my weaknesses that will going to hinder my formal reporting in organisation. 
· Another weakness that I have is area of problem solving in which I lack as there are instances while working in team that conflicts has arises and I was not able to solve them.
· The area where I lack is negotiation skills as many times while working with team, I always faced issues in expressing my views and in making other understand the same. 

Opportunities: These are the scope for improvement by which an individual can develop their skills and abilities.
· I can gain higher knowledge about the written communication in the organisation so that I become effective in communicating policies and procedures.
· Another scope for me is to sorry problems and develop the skills related to it so that it affects my performance as a team leader
· There is a need to enhance my negotiation skills as well so that it becomes easy for me to express my views and gain win-win situation for the organisation as well. 

Threats: 
· Time pressure, which can derail my plan for self-improvement because it catapults me back to my “usual” habits
·  • The multitude of everyday demands, which conspires against self-reflection




[bookmark: _Toc28515468]CONCLUSION

[bookmark: _GoBack]For my case study we understand it is very important to have all the skills you can get. The most important skills are Soft/Hard because without them you cannot be able to communicate and Manage your time correctly as well as not being able to Analysis your skills and prepare yourself for more.
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Personal Development Plan
	
Goal
	
Actin
	
Evidence
	
Date

	
Complete and get my University degree
	
Study hard and make sure I attend all classes
	
When I get my course, work make sure it’s maximum points
	   
         June 2020

	
Make sure I go to the gym regularly
	
Motivate myself
	
Reflection on my body
	
November 2020

	
Increase my leadership skills
	
Leadership training
	
Feedback from colleagues and my boss
	
January 2021


Created by Anelia Mihaylova (me)
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In-class exercise 2: Summarising (Oct 2019)

Ex.2

Re-read the text ‘To be a great leader, you need to start by leading yourself’ on the
Summarise main ideas from the text in your own words. Write about 175 words.

previous page.

A0 A
manog

Lecturer’s comments:

Lecturer’s signature:





image1.jpeg
q o ——

Tr!nltv Szln;
TonELaint Davig Academi
TAs demic and Employability skills - BMswao01
Term1
In-class exercise 1; Paraphrasing {Oct 2019)

Ex.2. Co
- Lomplete the b it
the ot lanks in such a way that i
gra':ﬂglnal sentence as possible, usingvthe :u::: EE: mnkg Bt el i i
miaFa 4 rackets where gis
nd make sure what You write matches what is already ;5;?"' Fayanentionse

3 ’
) There will be a few changes around in the office. (announce) /
d come . eha in the office.

The boss_C-MWounce naes,
! )
2) He doesn't write to me as fre: itly as |
 wish e Aows e Lpeed, . (D
i

Jurngnhe Wl wide 4o e moie ©
3) We were concerned about her health.

We had some_OTOJeNres \'Q&Cm(bm vex headd
R

4) You weren't careful, so you made so many mistakes{ (had) i
5 many mistakes. b

If <O
% ') Yoo wose okl oy BN E WOl =0, |
5) The council cut funding so t pravide, i 5
S secnme ot B ur&ﬁg@%&’@& an .
RIS A ‘@
globlentical.

-~
= &) His proposal was a failure as it was too theoretical. (relied}

His proposal_felied ~o o Haitio, , becapse it WoS <o
T Twos vo Anecpaen fmwwﬁw LSRN

7) It was Mary who stole money.. .

He accused Moty £o7: facing his mepey. . -
Lo I _
ry bright. (although) W

" @
8) Hi |-ed! d. Howevep;
ﬁ)g *ﬂ}“&fx—”&ﬁm@. /}I:b?wh: L he isnH vecy clever

en of understanding plagiarism and attribution conventions on

students.
The responsibility for

10) 33% of adolescents who have one baby, have a ct%nd aby within two years of the first
o

hoar  —pud
adolesent molages,  Nos, cwsthec 0oby
oot ‘ooly reodn@> WA Setond  ittnday .

Lecturer’s comments: /Q{ Cl/«\rﬂ/\j \}//\I\J ﬁ’/"w '\QAN\( -\%LV“B

/W-(I*‘P/—dxgéndg 4

P U
g o B\ 17,
VAT

2|Page

Lecturer’s signature:





image2.jpeg
]
Trinity S3int o0
T aint Davig A N Wa00!
. A.
= ademic and Employability Skills — BMS! 1

T

4 [
1 hour. Please return 4 7 stugono: AGOBFAG \
yolr’paper to the lecturer upon completion. It will be returned t
he form of an

:'lme allocated:
0 you at the
next
phendy raguhe,‘;f,’,’,""‘ You will need to include a scanned copy of this exercise in t
you Task 1 (part of the Assignment for this module).

Al
1
]
3

Z:.l Write a paraphrase of the following passage.
Cel::‘:lafe has always been considered an affordable little luxury, associated
ations. Therefore in 2001, revelations that the production of cocoa in vory

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
late producers, fqur

chocolate industry agreed to an international protocol that would give chocol
n2 e

_‘ years to limit abusive practices. WM
o ACeOL

i
0= A)

with romance and
Coast involved

e
/]
Lecturer’s signature: W Date:\?)x \\ \D‘\

1\Page





