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2 Abstract 
An account of skills and knowledges I have established through work, education, and other 

activities and how this could help me in a workplace. This include various aspects of skills 

and how fundamental they can be, the introduction of the use of PDP and also, the SWOT 

analysis where they have facilitated progressive curiosity in doing research and reading 

articles, books that are to list through. To conclude, the discussion on the impact of this 

current pandemic that is affecting the world of wine and catering. 

3 Introduction 
Do people develop professional skills at their workplace, or they possess skills developed from 

their different background? I would like to discuss this argument on skills which I think are 

important for the job place. Furthermore, in daily life and how they growth depending on the 

job we are choosing in life. 

4 Chapter 1. Methodology 
From an article wrote by (Payne, 2006 p.240-261). I read what are the five most important 

skills in the Sociology degree and from the statistics of 2001 to 2012 the highly frequent are: 

• Writing Reports 

• Research Design 

• Basic Analysis  

• Verbal presentation 

• Managing data sets 

Additionally, I read a book by (Debra Paul, James Cadle and Philipa Thomas, 2012 p.5), which 

I understood how is strong the impact of skills on the workplace is. The intent of the author 

of this book is to demonstrate the use of the categorise skills in a business structure, he is 

really concentrate on the real mean of the word people, and he reveal how is important to 

set the right person in the right workplace. Regarding my job experience and the time I have 

spent in relation to my job, I absolutely agree and also I think that one of the key skill I 

learned in this first term is the time management whereas doing in-class exercise I realized 

how much can be more easy set my time on the day-schedule. The exercise related showing 

the activity which I am doing during the day and summing up the purpose and minimizing 

time wasting, devoting more focus on the priority of the day. Also, another relevant exercise 

in the first term of Academics Employability Skills I did is the Eisenhower Method where the 

lecturer Mr Hopkins ask me to develop it in my own employability situation. The Eisenhower 

method or we can call it even the Eisenhower Matrix, is a process applied to organized 

responsibilities and tasks in order to solve urgencies. All assessments are made using a list of 



specific characteristics such as: important or not important and urgent or non-urgent and, 

with the aim of writing them in special boxes. On the other hand, urgent and unimportant 

actions must be placed at the moment not of first urgency, important and urgent tasks must 

be carried out 

  immediately and personally, the non-important and urgent tasks can be passed on to 

people, colleagues, etc .; it depends on the context and the important and non-urgent ones 

can be put at the end of the list and done when you have free time, but the important thing 

is to do them. Another method of organising your time better is attributed to the 

multimillionaire Warren Buffet. Make a list of everything you want to get done today. Begin 

with the task at the top a little east and continue only once you have completed at. When a 

task has been completed cross it off the list. He says Better late than never but never late is 

better, (Matthew Frankel, CFP, 2019). Thanks to Eisenhower method I achieved the ability to 

plan my day schedule much simpler. In addition, I have learnt the process of summarising 

and paraphrasing in the purpose of be able to change the wording of a written paragraph 

and be able to make a brief of an article without changing the real meaning  

In accordance with that argument I would like to write about my own employability skills 

regarding my job situation. I started three years ago like a bar manager in a company where I 

am steel working and from different courses where I participated, I learned much more 

knowledges that gave me a chance to growth in my job carrier. I would like to list the skills 

that I have acquired over time that I work with my company. 

• Leadership 

Listening to people or colleagues and reporting all issues during staff meeting. Working for the 

long run bonus for my team and handling responsibilities that give me a power to make 

decision regarding the new bar stations, choosing new goods for the future restaurants 

opening. 

• Time Management 

Time management primarily serves to develop business activities in the best way and also 

effectiveness, efficiency and productivity. We can improve it through the use of skills, tools 

and techniques. The position I hold in my company is quite important, I am determined to 

make fundamental decisions to safeguard the progressivity of the company, and therefore I 

have to deal daily with the calendar, the organization of the holiday programs, the planning 

of a daily team program. 

• Academic / Formal Writing 

It is essential in any context to use an appropriate language and also applies to writing. Writing 

a report or a letter is what we do every day in the workplace every day and beyond, we must 

make use of good writing whenever we confront ourselves in any context that requires a 

certain style, shape and grammar required 

• Stress Management 

The researchers of an article written by (Elian Bucher, 2012 p.1639-1667). they delved into 

the causes that can provoke the use of social media in the workplace. They found that 
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employees were overburdened by the amount of work and the variety of social media 

outages, as well as by invasion of work into their personal lives through ever-active digital chat 

tools. Dealing with stress is not very simple and it is always better to have a strong personality. 

• Communication Skills 

Accessing to high position due to my ability of being a good listener and a good learner, thank 

to my job I am always hearing what are the customers’ needs and having and a quick chat with 

them help me to be always clear reporting eventually complaints or compliments. 

• Problem Solving  

Solving the wrong problem, procrastinating to decide or choose among alternatives, looking 

for quick fixies. Being the only one in the company having good skills regarding fixing stuff I 

am most of the time in charge with the coffee machines’ assistance. As regards an article 

wrote by (Hanrahan 2019). “19 way to improve Self-confidence”,  

Chapter 2. Methodology. Evolution and Appliance 
It is essential to say that what I have written so far is a part of my PDP  that helps to establish 

what and who we would like to be, what I want to reach, what strengths I already have that 

help to achieve my targets, and what I need to develop and build with time. This is a brief 

synthesis and application after carrying out several exercises, during the period in which I 

deepened the skills that today's society requires in all occupational and academic contexts, 

these findings are showed in (see Case of Study in Results [ section 5].), and even accurate 

research applied on my exercises (see Appendices), also a my personal resume (see Discussion 

[ section 6].). 

5 Results 
According to the studies we can conclude that I have learned from the first term how I can 

set my personals schedules in term of work, study, and lifestyle. In this section I would like to 

share my achievements and discuss it one by one in the following order: 

5.1 Case Study One 

 

                                                              

This Time Management scheme shows my previous performances during a week before I 

start study, after three months I can determine that I changed many aspects of my life 



schedule. I have always spent more time at my job place compare to the time spent on the 

other tasks, therefore I have realised that planning in the beginning of week my schedules 

and selecting them in order of importance is much better for myself to achieve future goals. 

(Exercise follows in the appendix) 

5.2 Case Study Two

 
Dwight Eisenhower held the role of general and commanded during the Second World War. During 

his time in the army, it became increasingly difficult for him to make important choices, which 

concerned the life of his allies during the war and at the same time he had to make choices for his 

own life and this is how Eisenhower invented a system that helps establish the needs of our tasks 

based on urgency and importance. In my personal experience, this method is useful for achieving 

goals that I set for myself in the short term and helps me to see my priorities more clearly. 

 

Graphic by (pinterest.com)  



5.3 Case Study Three 
 

 

 

Personal Development Plan 

 

                                                                                        

We are constantly thinking and dreaming about new plans, new projects for a better life but 

sometimes the life routine makes difficult the way where we transform our dreams in 

reality, that is why writing a Personal Development Plan is really useful for all the peoples 

who wants achieve successes in term of goals following a time path. The Personal 

development Plan is truly individual and there are no sources where it is possible to revenue 

any ideas, it is essential to write future personal goals based on work or private life, and I 

have designed my Personal Development Plan according to who I am today and who I would 

like to become in the future in a limited time. (Exercise follows in the appendix) 

Graphic by (linkedin) 



Case study four 

                                 Note Taking 

 
                                                                                                                                        Template from “The study skills handbook” 

From an interesting book wrote by (Cottrell, S 2019. P.230-233), taking and making notes is 
helpful regarding a written of an essay or report. During the first term I did many researches 
and I have realised that producing notes it is worthwhile for my works. 

6 Discussion 
However, I have recently read an article write by (Hamish Kilburn ,2020), that introduce the 

existence of this new pandemic which is affecting the whole world and therefore also the wine 

and restaurant industry. In agreement with what I have read, many hotels and restaurants are 

extraordinarily lending help to the English Government and above all to the community, 

although other journalistic sources speak of possible business failures especially in the wine 

sector as announced by the famous Forbes Magazine in an article write by (Zimmerman, L 

April,1,2020) . Unfortunately, all this forces us to be on lockdown at home and all the skills we 

are using daily at work must be reduced but at the same time we are learning how to do 

remote working. Discussing what I wrote, I can deduce that the course of studies that I am 

doing is helping me to better understand my current skills, and at the same time it encourages 

me to learn more especially in the smart working sector. 

7 Conclusions 
To conclude, I believe that everyone must focus on their skills in any context and we must 

always try to improve ourselves by setting new goals. My intent is to develop as many skills 

as possible to make me reach the end of the school year with excellent marks and analysing 

my Personal Development Plan for now I am not able to set a long-term goal but I am 

working hard on it. 

8 Recommandations 
Initially I believed that writing on a blank sheet what are mine future goals was like forcing 

myself to achieve something impossible, but by practicing and believing in my current 

potential I started to focus first on what are my shortcomings, my weaknesses and to make 

my goals come true I had to start over and know who I really am and what I want from my life. 

I would recommend readers of this essay to always do appropriate research before starting to 

write any article and to bring in accordance with what you are going to write, the best skills 

gained over the years and experience. 
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Time Management Exercise 

 



Swot Analysis Exercise

 



Personal Development Plan Exercise

 

 

 



Summarising and Paraphrasing Exercise 

                                                                                 (Exercise shared by Mr Hopkins in week 6) 

 



 

                                                                

Note Taking Exercise 

 
 


