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Introduction:
As part of my academic and employability skills assignment I will be completing a report on my own employability skills, by looking at the strength and weakness to see how I can improve as that way it will bring a great success for myself in the future.
The second part of the assignment will cover a report on Academic skills where I will reflect reviews demonstrating my own Academic skills by using different techniques to improve my skills such as a PDP table, set target etc.
Employability skills:
Employability skills can be defined by any individual in order to make them employable. Employees always cover a set of skills which they would expect an employee to have or to work on about the workplace as well as the knowledge of understanding. Employability goes back to the attributes of a person who can maintain employment.

Here is a list of common employability skills which are as follows:
· Communication
· Teamwork
· Problem solving
· Initiative and enterprise
· Planning and organising
· Self - Management
· Learning Technology
Communication Skills:                                                                                                                                        Communication is an important sector in any kind of workplace, as it’s all about how good you can talk and write. Communication in any kind of job whether its small or big the employers always look for good candidates who has a good communication skill, such as the candidate needs to have a good understanding and knowledge of both verbal and non-verbal communication skills, good listener and be able to discuss options within the business. By employees having a great communication skill it puts the business in a better position for everyone.
Teamwork Skills:
Teamwork is an important section in any business firm as if they are working in a team or group, they need to be able to work together, listen and get idea in order to complete the task. Teamwork is something which both needs to work on whether they are employee or employer as that way it puts them all in a good position to achieve the business goals. Here is four reason of why teamwork is important in a workplace which are as follows:

· It brings new ideas.
· Teamwork helps solve problems
· Teamwork builds morale
· It's supportive
If you look at Bruce Tuckman theory and follow this plan it will give you a better knowledge of how to work and why is teamwork so important. 


	Tuckman; Forming - Storming - Norming - Perfoming
www.teambuilding.co.uk
Forming - Storming - Norming - Performing. This model was first developed by Bruce Tuckman in 1965. 
It is one of the more known team development theories and has formed the basis of many further
 ideas since its conception.
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Problem Solving:
Problem Solving is something which employer looks at in any business, because if the candidate has a good understanding of problem solving it will be easier for the candidate to minimise the issue quickly. It is an important section as it allows the employee or the employer both to have a good progress for any future career options as well.
By having a good problem solving skills can result to an issue being resolved straightaway.

Inactivate and Enterprise:
Inactivate and Enterprise is a skill which is ideal within the business as it brings a lot of good ideas and opportunities to any workplace. This particular skill is very good when it comes to developing new ideas by both employee and employer with their own understanding and knowledge. 

Coaching and Training:
Coaching and Training is an important skill as it allows the employee to release and understand on how to achieve individual or team task to their own high standard. It also helps develop organisational goals and allows to improve both employee and employer’s moral.
The more coach and training are taken place in a business the better it is for the employee and employer as they will have a brighter success.


Self-Management:
Self-Management is an area where employer prefers the candidate to just carry on doing their individual work or task without being management every 30mins to an hour.  By managing your own self-management skills can lead to a better position for the employee when it comes to achieving goals or meeting deadlines.

Learning:
Learning is something where employer wants all the candidate who is applying or working for the business to have ability to learn new things at all time. Be able to adapt to new task, new things efficiently. 

Motivation: 
Motivation skill in any kind of business can result as an action which will elicit a desired behaviour or response by employer. Motivation skills in a business helps employee to reach their individual goals and targets whether its present or future progress.

“Believe in yourself! Have faith in your abilities! Without a humble but reasonable confidence in your own powers you cannot be successful or happy.”–Norman Vincent Peale

Transferable skills: 
Transferable skills in an employability are when an employer looks to see if the candidate can do multi task and combine different roles at the same time. These roles can relate to both general or technical. Transferable skills are things like teamwork, communication, self-management, motivation and leadership etc, which are all put together for everyone's individual ability.  
As an employer when they hire new candidate for a position in their application, CV and interview they do consider all the different transferable skills candidate to have in order to fulfil the job role within the business.

Transferable skills are something which does not start all in one go, it generates and builds up for both employer and employee as they get experience in different job roles whether its current or previous workplace. 

Employability Skills evaluated for me: 
Communication Skills for myself:
I would rate myself as a very good communicator who has the ability to communicate very well with anyone whether it’s out of work or in work. At my current job I have a lot of communication skills which involves speaking with customers overs the phone, emailing them and having morning meeting will work college and managers.

I work in a sales environment and it's not that easy to convince customers to buy easily as they have not seen me face to face before, but with my tone of voice, language and confidence does make it easier for both me and my customers because we have created a bond and trust for each other. If the customer is not happy with the service and info, I provide them they will then have less lack of trust towards me therefore when communicating with customers or anyone always speak clearly and approach in a high standard.
When it comes to do morning meeting in my workplace, I always ensure I speak up clearly so that the rest of my work college understand what I am saying, and do I do the same when managers and colleges have a saying as well.

One of my weakness will be public speaking as I feel very nervous speaking in front of big crow but in order to overcome that I should attend more exhibitions, events party etc as that way I will meet new people and my confidence level of speaking in front of public will improve.

Teamwork Skills for myself:
Teamwork is something which I enjoy working whether it’s to do with work or outside work. I think by working in a team it allows everyone to give their own opinion and also have trust for each other.

In my workplace I enjoy working as a team to hit our daily and monthly target as it gives me and my team the opportunity to bounce of each other.

I am a very good team player as when I see any of my work colleges struggling for their individual targets I always step up and help them reach the goals by taking calls for them or giving them feedback on what they can do to improve. 

Problem Solving for myself:
When it comes to problem solving, I always try my level best to solve the issue in a best appropriate way, so that it does not affect or involve much people. I am quite fast in overcoming a solution for an issue which has been raised. I prefer to plan out my problem with a relevant solution that also has a deadline as that way I can keep a track until the issue has been resolved.

one of the disadvantage of solving problem by my self is that I sometime take it to deep and stress over it a lot. 

Initiative and Enterprise for myself:
Initiative and Enterprise is something I enjoy taking part in as I can give someone new ideas and options for any particular work with my own best of knowledge.
In my workplace I tend to use new skills techniques in order to hit my daily target. It is easy for me to adapt to this particular skill as I have previous experience in problem solving, good communicator, have commercial awareness and very creative from my previous and present workplace. 


Coaching and Training for myself:
I enjoy coaching and training to help my work colleges to the best of my knowledge. As a senior rep in my workplace my duty is to do sales but also time to time do a lot of coaching and training with my colleges who are struggling or need that extra push. 
I get a lot of feedback on the way I coach as my work colleges tend to take the message on board from me and adapt.

Self-management for myself:
Self-management is one of the thing I try my level best to follow and adapt. in my workplace we have managers managing our calls, break, personal break, wrap up time, lateness, absent and target etc. We have weekly report to see where we are and what we can do if we fall behind, more likely we are put on performance review. 
Sometimes I do fall behind by getting distracted by work colleges therefore my time in between calls does go up.

Learning for myself:
Learning is one of the skills I like working on. Learning new skills in both work and out of work will help me develop better. In my workplace we have an option to develop and learn new things or even train to promote in a higher position, for example I started as a sales rep but got a promotion on a senior rep where I must do extra training and coaching.

Motivation for myself:
Motivation is something that helps me do my job or any target quicker and better. At work I have a lot of things to motivate me to sell by giving different incentive, prize and bonus etc. 
Sometimes due to lack of motivation can make me fall behind therefore it puts me back on pressure to hit my daily target in work. So, for myself the more motivated I get the quicker I do my work.

Personal Development Plan for myself on Employability Skills:

	Employability skills:
	Actions?
(What methods will I use to measure my success)
	Implementation?
(How will I practice)
	Success Criteria?
(How will I recognise success)

	Public Speaking 
	Organise party, exhibitions through watsapp etc. 
	Attend More exhibitions and party
	Be more confidence and getting feedback from others

	Researching 
	Attend extra classes and go to the local library 
	Internet, books etc
	Feedback from Teacher 



By completing my personal development plan, I have worked on the arrears of things I can do to improve on things like public speaking and research.
By me attending to more exhibitions, party, events and getting more involved with public will make my confidence level better therefore when it comes to public speaking, I will be more confidence in speaking rather getting nervous or avoiding speaking.
Even though I have a good understanding and knowledge of different skills such as communication, team player. problem solver I still struggle to speak in public especially with those who I have not met or seen.

Research is one of my weakness as I do struggle to do a lot of research with or without my workplace. By doing extra lesson or getting feedback and training on researching can help me out quicker and easier way. I have planned to do extra classes on understanding how to improve my researching as that way I will have more knowledge and understanding the reason of researching. 

In my workplace before we do a sale or promote an product to the customer we are meant to research and find out about the business itself as this way we can offer the best product for the customer, but I tend to skip that part out as I do not do the research much, but if I did spend more time doing research I would be more better in giving the customer the better product solutions which will be more relevant for their particular business.
The more research I do the better position I will be in future.

Academic skills:
Academic skills are the skills where everyone wants to have a success for present and future career. The development of Academic skills are things like self-management, learning, writing and language etc.
The core academic skills are things like writing, reading and mathematics. It's all about the skills where everyone uses when it comes to studying or working. 

Here is a list of skills I looked at which are as follows:
· Time Management
· Digital Technology Skills
· Researching and Referencing 
· Organisational Skills
· Writing Skills
Time Management:                                                                                                                                                                 Time management is a skill that falls into the academic skills as it is very important to manage everything in advance no matter if it's to do with studying, working or family commitments as it becomes stress free.  Time management can be worked on different things such as decision making, managing appointments, setting and achieving goals, team and project management etc.                                                                                                                                                                  
Digital Technology Skills:                                                   			                         Digital technology skills are things you can use such as smartphone, computers, ipad, emails and any source of social media in order to communicate and organise anything with anyone when it comes to meeting, training, events and parties etc. 
In modern technology workplace digital skills are used so much and will be used more in the upcoming years. In any workplace digital technology has revolutionised the way they work.
Here is a list of ways you can embrace digital technology skills which are as follows:
· Increase business productivity
· Understand and develop competitive edge
· Provide better ways of working
· Increase better relationship between customers and business
· Increase revenue
Researching and Referencing:								     It is very important to researching something to find the correct relevant information by passing it on. By doing a lot of research can lead to providing a better information and advice in any topics, because if you don't research or find the correct source you can end up giving incorrect information and advice to anyone at any age.
Referencing is very important part to add on any kind of work where you have sourced information and advice from. If you don't reference it mean you just copied someone else work which they have spent fortunate of time to complete. By referencing a quote or information it allows to avoid plagiarism. 
There is deferent style of ways you can reference which are as follows:
· Harvard Reference 
· MHRA Reference,
· Text book reference
· Bibliography and 
· Internet 		
Organisation skills: 							                         Organisation skills is very important thing to work on and plan as if you don't organise your day to day plan you will not know what you are doing and will fall in a situation which you were not expected.
Organisational skills allow you to use your own energy, time, effort in planning and achieving goals to be successful in any kind of profession.
There are different ways of organising which include:

· Organising day to day in a workplace
· Family organisation
· Time Management
· Project scheduling etc
Writing Skills:										                   Writing skill is very important when it comes to communication. By having good writing skills, it gives you better chance in communicating your information and message easily to a messenger rather than telephone conversation or face to face.
In any kind of business, they tend to use writing skills a lot by emails, reports, letters and application etc as it is an easy way to communicate. 
There are several ways to improve your writing which are as follows:
· Look at the basic principle of writing, grammar and spelling
· Write paragraphs regularly to improve
· Read more to develop more ideas on words and phrase to use etc.


Time Management for myself:
Time management for myself is something I always use to plan or to use when I got a goal to achieve. 
In my workplace I always set myself a plan of action on how I’m going to hit my daily and monthly target in an hourly basis.
When it comes to family commitment, I always ensure everything is done and completed well before deadline by giving myself extra time in advance. 
Sometimes I find it annoying when I have given a task to complete in the last minute because it does not give me enough time to plan ahead due to the reason of me working fulltime hours, social life, family commitments and also education of completing my level 4, therefore it is quite hard to add another goal on top.

Digital Skill for myself:
Digital Technology skills is something which I am very confidence in using things like computer, smartphone, emails, internet, Ipad and self-scan etc.
In my workplace we have a use of completing all our sales orders through online using a computer, emailing and using phone to contact customers.
I do use a lot of social media sources such as Facebook, Instragram, LinkedIn, Wattsapp and email for bot work and out of work.
I think the more digital technology are being used the better you get in learning new technical. 

As part of my presentation for my level 4 I had to plan and create a presentation based on teamwork which I had done all by myself using Powerpoint and then planned out in team who to do which part.
I am pretty good in using my laptop for my level 4 assignment. One thing I would want to do is be more advance in the newer technology of the things which I am not aware of. 

Researching skill for myself:
Researching is something I tend to pass on as I don't enjoy doing a lot of researching. I prefer just searing for a lit bit and then just figure the rest out. But I know if I was to do more researching it would make it easier and faster for me to get and find out relevant information. Going back to my assignments if I did more research, I would get better marks as well. The more research I do and practice the better I will find it to research anything.
 
Referencing skill for myself:
Referencing is something I’m not to good at and to be honest I have learnt how to do or made a start of how to do referencing after joining my level 4 as on my assignment I need to reference everything, but I still struggle.

Organising skill for myself:
Organising is something I am always on top when it comes to planning and organising anything such as events, wedding, day out, my child day to day plan etc whether it's in work or out of work. 
Majority of the time when it comes to organising anything which involves more people, I tend to create a Wattsapp group as it makes it easier to communicate and send individual opinion and saying.
Writing skill for myself:
My Writing skill is not the best skill but it something which someone can read and understand. Personally, I don't enjoy writing a lot but by completing my level 4 assignment as it's all to do with writing assignment of 4000+ words I have progressed and achieved so far but I find it easier to write as I have completed few assignments already. 
I am good at using the template given to write my assignment and had a good use of adding table contents. 
I find it easier to write in a paper and type it up onto a laptop or computer as that way I can plan and structure my assignments.

I think I can improve my writing skills by writing about different things in a shorter paragraph as that way I will get more experiences in the words I’m using and also ensure I use the appropriate wording that makes sense. 
I can also get someone to read my work that I have done in order to give me some feedback on what I can change or do to improve my writing skills. I find it the more you write the better and faster you get in your skills of writing as you add new words and make sentence better 

Personal Development Plan for myself on Academic Skills:

	Academic Skills
	Actions?
(What methods will I use to measure my success)
	Implementation?
(How will I practice)
	Success Criteria?
(How will I recognise success)

	Writing Skills
	Write at least 3 short paragraphs a week
	Essay
Report
Use appropriate language or phrase
	Get feedback from Teacher’s, friends and classmate

	Referencing
	Try and reference as much as possible when completing assignment
	Try and get at least 2/3 reference per week on different things.
	Get feedback from family, teacher and librarian 

	Researching
	Go to the local library twice a week for an hour
	Use useful links on internet, read books, complete assignment etc. 
	Get feedback from teacher regards the assignments



Writing Skill Evaluation for myself:
Writing skill is one of my personal development plans which I have planned to take action on in order to improve on as it will put me on a better position when it comes to writing report or assignment for both work and study and as well as that it will give me extra knowledge and understanding of different ways of writing.
By attending different classes or by practicing writing more will give me more encouragement therefore it will help me develop more in the future for the following:
· Career
· Work 
· Family Commitments. 
One of the things which helped me improve my writing skill was when I wrote paragraphs and got my friends and family to read and give me feedback on as these particular feedbacks whether it was good or bad it gave me more encouragement of learning to write in a high standard.

Research Skill Evaluation for myself:
Researching is one of the things I put myself on for a action plan as I am not the best in Researching.
But I have improved on it by doing a lot of researching for my assignment as I need to get the relevant information and sources before writing my assignment because if I don't do the correct research, I will end up giving or writing something different on my assignment which will not make sense therefore I will lose marks.

I have set an action plan of learning to research by attending to my local library twice a week for at least an hour, which has helped me do more research by using internet, reading books and journals etc.

I have considered keeping  a notebook with me so that when I'm researching I can quickly jot down  all the relevant information and unsuspected source which I need as that way it will be more easier for me to understand and get facts on something which I need to get information on whether it’s to do with my assignment, work, social life and for my family etc. 

Reference Skill Evaluation for myself:
Referencing is also another skill which I have put myself down on a action plan as I do struggle to reference my work or any source of information in a correct form of reference. When completing my assignment, it is important to reference my work from where I have got the information and source from.

I have improved referencing by getting information and examples from my class teachers and classmates. 
By doing a lot of research and referencing them in a regular basis it has helped me improve and understand the correct way of referencing. I find it a bit easier to reference my assignment.

I have planned to get more references consistently as that way it will help me improve and find reference easily, therefore I will have no issue in giving reference for any of my future work or assignment which I have researched on. 
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