                                 ACADEMIC AND EMPLOYABILITY SKILLS


INTRODUCTION
I will be writing a reflective feedback summary of what I have learned about the academic concepts introducing the academic writing, methods and reverencing techniques; what it means; Employability skills, employment procedures, what is needed; skills and how it is connected to a place of work and finally a conclusion which will explain how it can be applied to improve a work place experience etc.
[bookmark: _GoBack]
Employability and effective skills:
Employability skills are those skills necessary for getting; keeping and being successful in a job. As well as skills particular to the job you’re going for, employers are also looking for universal job skills. These are sometimes called ‘employability skills’ or ‘soft skills’. These types of skills will make you stand out.
Even if you don’t think you have any job skills, you have these employability skills if you are;
Dependable, easy to get along with and open to learning new things. Such skills might not be listed in the position described, but are common skills needed to do most jobs. It is good to think about these skills when you are preparing for a job interview.
Skills are defined in many different ways, and generally skills can be broken down into many parts I have reviewed a few of the core employability skills below:
· Communication: is critical in most jobs, communication means being clear about what you mean and what you want to achieve when you talk or write. It involves listening and being able to understand where someone else is coming from.
Communication skills also include non-verbal communication, such as the body language you use. There are ways that you can develop or improve your communication skills these include;
(a) Writing assignments and reports as part of your studies
      (b) Blogging or using social media
                 (c) Making oral presentations as part of your class work
                 (d) Working in customer service (face-to-face or on the phone)
                 (e) Getting involved in a local club
                 (f) Being aware of how you hold your body. 
· Teamwork; Teamwork means being able to get along with the people you work with. It involves working together to achieve a shared goal. Some of the ways you can improve or develop your teamwork skills include;  
       (a) Doing group assignments as part of your studies
       (b) Volunteering for a community organisation
       (c) Thinking about how you can work better with other people at your workplace
       (d) Joining a sporting team
       (e) Organising with friends or family to have a neighbourhood working environment. 

· Problem- solving: Problem solving means finding solutions when faced with difficulties or setbacks, it involves being able to use a logical process to figure things out.
Ways to develop or improve problem-solving skills include:
(a) Dealing with complaints at your workplace 
(b) Doing research assignments as part of your studies
(c) Doing a study skills course that looks at problem solving
(d) Talking to other people about how they solved the problems they faced
(e) Fixing broken things around the house by looking up YouTube to find out how to do it.

· 4. Initiative and enterprise; means looking for things that need to be done and doing them without being asked. This can also involve thinking creatively to make improvements to the way things are done.
      Ways to develop or improve initiative and enterprise skills include:
(a) Approaching organisations and businesses about work placements or internships  
(b) Setting up a fundraiser in your community
(c) Making or proposing changes to the way a group you belong to does things
(d) Doing things around the house without being asked.

· Planning and organising; means working out what you need to do, and how you'll do it. Planning and organising involve things like developing project timelines and meeting deadlines.
     Ways to develop or improve planning and organising skills include:
(a) Developing a study timetable and sticking to it
(b) Travelling by yourself overseas or to a new place
(c) Managing your time around work, study and family commitments
(d) Helping to organise a community event
(e) Organising a family get-together.
· Self-management means:  Being able to do your job without someone having to check up on you all the time, staying on top of your own deadlines, delegating tasks to other people to make sure things get done on time. 
      Ways to develop or improve self-management skills include:
(a) Doing a work experience placement or internship
(b) Asking for new responsibilities at work
(c) Developing a study schedule and sticking to it
(d) Joining a volunteer organisation
(e) Keeping your room/home and organised and tidy.

· Learning; Learning is about wanting to understand new things and picking them up quickly. It also involves taking on new tasks and being able to adapt to change.
      Ways to develop or improve learning skills include:
            (a)Doing a short course or online course
(b)Researching skills and courses you’d like to do
(c)Starting a new hobby
(d)Joining a sporting or volunteer group
(e) Teaching yourself a new skill, like cooking or baking.

· Technology skills; means being able to use a computer for word processing, using spreadsheets and sending email, or knowing how to use office equipment like a photocopier; it also involves using social media, working with design or video editing software or knowing programming languages. Other technology skills relate to hardware, like knowing how to use Electronic Funds Transfer at Point of Sale (EFTPOS), a cash register, a camera or a recording equipment etc.    
 Ways to develop or improve technology skills include:
            (a) Doing a short course or online course
(b) Asking for extra training at work
(c) Finding out what technology is used in the job you want and how it’s used
(d) Making a list of all the technology you're already using in your day-to-day life.
(e) Highlighting your skills.


Now that I have identified the employability skills and ways to improve them, I want to reflect on how it has helped me on knowing my weaknesses and how I can improve them for future interviews and also at my recent job.
As a security operative, it is required to be efficiently demonstrate three types of communication within your place of work: verbal, non-verbal, and written. Effective communication can help one to get a sense of direction while resolving a dispute, develop an insight into how other people think, and what motivates their actions, offer the right kind of assistance, and reassess opinions to ensure a speedier resolution of conflicts. On the other hand, if communication exchanged within any of these mediums is not clear or complete, it can lead to poor performance, and prompt possible conflict. Most security operatives, particularly door supervisors and retail security guards will frequently communicate with the public on a daily basis. Every interaction that an operative has with the public contributes to their customer experience, so it is important to remain as polite and sociable as possible.

Conclusion; The purpose of this report (Assignment) has been extensively explored, the analysis has further reinforced the influential  importance of effective communication skills and its usefulness in the work place and every aspect of human venture. The benefits of this assignment is quite huge as it has really enlarge my views and developed my insight of communication and effectiveness at a place of work.


 References
Employability Skills for the Future, 2002, Heely, P., produced by the Department of Education, Science and Training and the Australian National Training Authority.
Student Employability Profiles: A Guide for Employers, 2005, Kubler, B., and Forbes, P., produced by the Council for Industry and Higher Education (CIHE) in association with Graduate Prospects. London: CIHE.
Michelle Harold-Brown on April 8, 2015, https://www.get-licensed.co.uk/get-daily/importance-effective-communication, Effective Communication in the Security Industry.
References: Morgan p, 2017, the business student’s guide to study and employability
https://www.youthcentral.vic.gov.au/jobs-and-careers/plan-your-career/8-job-skills-you-should-have
https://www.monash.edu/career-connect/jobs/employability/employability-skills
 








                 
EVEREST MGBUJI 1806829                                                                                                               pg. 1

                                 


AC


ADEMIC AND EMPLOYABILITY


 


SKILLS


 


 


 


EVEREST MGBUJI 1806829                                                                                                       


        


pg. 


1


 


INTR


O


DUCTION


 


I will be writing a reflective feedback summary of what I have learned about the academic 


concepts introducing the academic writing, methods and reverencing techniques


; what it 


means; Employability skills, employment procedures, what is 


needed; skills and


 


how it


 


is


 


connected


 


to a place of work and finally


 


a conclusion which wil


l explain how it can be 


applied to improve a work place experience


 


etc.


 


 


Employability and effec


tive skills:


 


Employability skills are those skills necessary for getting; keeping and being successful in a 


job. 


As well as skills particular to the job you’re going for, employers are also looking for 


universal


 


job skills. These are sometimes called ‘employability skills’ or ‘soft skills’. These 


types of skills will make you stand out.


 


Even if you don’t think you have any job skills, you have these


 


employability skills if you are;


 


D


ependable


, easy to get along w


ith and o


pen to learning new things.


 


Such


 


skills might not be 


li


sted in the position described, but


 


are common sk


ills needed to do most jobs. It i


s good to 


think about these skills when 


you are


 


preparing for a job interview.


 


Skills are defined in many diff


erent ways,


 


and generally skills can be broken down into many 


parts


 


I have reviewed a few of the core employability skills below


:


 


·


 


Communication


:


 


is critical in 


most


 


jobs


, communication means being clear about 


what you mean and what you want to achieve when


 


you talk or write. It involves 


listening and being able to understand where someone else is coming from.


 


Communication skills also include non


-


verbal communication, such as


 


the body 


language you use. There are


 


ways 


that you can develop or improve your 


com


munication skills 


these 


include


;


 


(a) 


Writing assignments and reports as part of your studies


 


      


(b) 


Blogging or using social media


 


                 


(c) 


Making oral presentations as part of your class work


 


                 


(d) 


Working in customer service


 


(face


-


to


-


face or on the phone)


 


                 


(e) 


Getting involved in a local club


 


                 


(f) 


Being aware of how you hold your body. 


 


·


 


Teamwork;


 


Teamwork means being able to get along with the people you work with. 


It involves working together 


to achieve a shared goal. 


Some of the w


ays you


 


can 


improve or 


develop


 


your teamwork skills include


;


  


 


       


(a) 


Doing group assignments as part of your studies


 


       


(b) 


Volunteering for a community organisation


 




                                  AC ADEMIC AND EMPLOYABILITY   SKILLS       EVEREST MGBUJI 1806829                                                                                                                 pg.  1   INTR O DUCTION   I will be writing a reflective feedback summary of what I have learned about the academic  concepts introducing the academic writing, methods and reverencing techniques ; what it  means; Employability skills, employment procedures, what is  needed; skills and   how it   is   connected   to a place of work and finally   a conclusion which wil l explain how it can be  applied to improve a work place experience   etc.     Employability and effec tive skills:   Employability skills are those skills necessary for getting; keeping and being successful in a  job.  As well as skills particular to the job you’re going for, employers are also looking for  universal   job skills. These are sometimes called ‘employability skills’ or ‘soft skills’. These  types of skills will make you stand out.   Even if you don’t think you have any job skills, you have these   employability skills if you are;   D ependable , easy to get along w ith and o pen to learning new things.   Such   skills might not be  li sted in the position described, but   are common sk ills needed to do most jobs. It i s good to  think about these skills when  you are   preparing for a job interview.   Skills are defined in many diff erent ways,   and generally skills can be broken down into many  parts   I have reviewed a few of the core employability skills below :      Communication :   is critical in  most   jobs , communication means being clear about  what you mean and what you want to achieve when   you talk or write. It involves  listening and being able to understand where someone else is coming from.   Communication skills also include non - verbal communication, such as   the body  language you use. There are   ways  that you can develop or improve your  com munication skills  these  include ;   (a)  Writing assignments and reports as part of your studies          (b)  Blogging or using social media                     (c)  Making oral presentations as part of your class work                     (d)  Working in customer service   (face - to - face or on the phone)                     (e)  Getting involved in a local club                     (f)  Being aware of how you hold your body.       Teamwork;   Teamwork means being able to get along with the people you work with.  It involves working together  to achieve a shared goal.  Some of the w ays you   can  improve or  develop   your teamwork skills include ;              (a)  Doing group assignments as part of your studies           (b)  Volunteering for a community organisation  

