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[bookmark: _Toc28860229]INTRODUCTION 
In this report we are taking a look at skills that are needed for academic and employability. We will be covering the various categories of skills for instance communication, hard skills as well as soft skills, time management and team work. We will be looking at the skills you need to be employable and also to be a successful academic. I will take you through some of my own skills swot analysis and personal development plan (PDP).
[bookmark: _Toc28860230]SKILLS
We need a wide range of skills in order to be employable, as employers are going to be looking at what skills we have and if we are going to be able to complete tasks and fulfil the criteria of the role being employed for. Some of the most important skills are adaptability, communication, teamworking and leadership skills. These are all soft skills that an employer will be looking for in an employee. Many of these skills are also needed in order for you to be successful academically. Presentation skills are also a very important skills to have for both academics and in the workplace. These are employability skills that cannot be under estimated. We also have hard skills that are classed as technical skills that can be taught.
[bookmark: _Toc28860231]HARD SKILLS 
Hard skills are technical skills that can be taught such as mathematics, accounting, the ability to use computer programs, web design, typing, finance and other skills necessary for a job. These can all be obtained through formal education for example college, university or online courses. These skills can also be acquired through training programs like apprenticeships, on the job training and short-term training classes (Doyle, 2019). For example, if you wanted to go and acquire a job as a web designer you would need the hard skills in order to secure this job, soft skills alone would not be enough. You would need a knowledge of computer operating systems, hardware and software, the capability to create computer programs, to have a detailed understanding of computer systems and applications. (National Careers Services, n.d.). 
[bookmark: _Toc28860232]SOFT SKILLS 
Soft skills consist of effective communication, problem-solving, conflict resolution, working well with others/teamwork, ensuring customer satisfaction, adaptability, time management, creativity and effective listening. These are all transferrable skills and are all needed for the workplace these skills are what an employer looks for in an employee (Robles, 2019). Soft skills can be defined as character traits or one’s interpersonal natural ability to do something, these help with the way you work and interact with others. These are skills that cannot be taught. (Kerr, 2019). For example, an employer of a care home would be looking for someone who is compassionate, patient and empathetic. 
[bookmark: _Toc28860233]COMMUNICATION 
Effective communication is a very important skill to have both academically and in the workplace. This includes effective listening as this enables you to give and take instructions. There are different kinds of communication such as verbal communication and non-verbal communication. Written communication is very important in the workplace as it enables you to communicate with many people. Communication skills are essential in academic arenas as they enable you to write reports in a formal manner, do presentations and be able to work in a team.  
Communication is important when attending classes as we need to listen to instructions and ask questions. Communication within team working is vital because when you have a group presentation, you all need to work together in order to successfully complete the project, helping you to draw strengths from one another, to learn from each other and to support each other. 
[bookmark: _Toc28860234]MY SKILLS 
My own personal skills that I have strengths in are effective communication including effective listening, good team working, organisation, motivation, adaptability and good time management. I have good communication skills as I practise effective listening and I ask a lot of questions and ask for clarification constantly making sure I am doing what I need to be doing correctly leaving less room for mistakes, although this can be annoying for others.
I am compassionate, empathetic and always willing to help my peers. I work well in a team always building people up to believe in themselves enabling them to fulfil the tasks they are required to fulfil. I am very creative so I am good at improvising when necessary. I am also very determined so I will never give up until I succeed at what I am doing however I do tend to be somewhat of a perfectionist this could be considered as a strength and/ or a weakness. My weaknesses are over thinking things, not believing in myself, questioning myself and I am also lacking in confidence. I also am not as strong on computers as I would like to be although I have made a lot of progress in this area in the last year. 
[bookmark: _Toc28860235]DEFINE ACADEMIC SKILLS 
Good academic skills are, essay writing, reading, note taking, independent learning, research, presentation skills, exam techniques, paraphrasing, avoiding plagiarism, referencing, in text citations, management of time, critical thinking, library research skills, quantitative and analytical skills, report writing, working in groups, reading skills, self-awareness, resourcefulness, communication skills and Information Technology skills. These are all skills that need to be applied in order for you to learn and be successful in University school or college.
 
[bookmark: _Toc28860236]TIME MANAGEMENT
Time management is very important for both the academic world and employability. If you are in employment you will need to get to work on time and complete tasks to a specific timeframe and if you are studying you would need to get to classes/lectures on time as well as completing assignments on time and managing your time in exams to ensure you apportion your time appropriately to answer all questions required. We need to be able to use our time effectively this is probably the most important skill needed in order to be successful academically. Being a student requires you to take on several tasks, from reading and writing to attending lectures/classes amongst other things. In order to complete all of your tasks successfully it is going to demand a lot of your time, and if we are unable to manage our time effectively it is going to result in us being unable to perform well. (Morgan, 2017, p.50).
[bookmark: _Toc28860237]TEAM WORKING
Working in teams is all about being a part of a group, sharing commitments and working together in unison with one and other in order to complete tasks. It is important to work well within a team as each person will have different skills and knowledge that can be shared within the team helping to improve each other. It is through working in a team and sharing your individual qualities that you can be more successful in the future. (The Open University, 2019).  
[bookmark: _Toc28860238]
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SWOT ANALYSIS 
	Strengths
Motivated
Disciplined
Determined
Hard working
Compassion
Empathetic
Effective interpersonal skills
Good team player
Good time management
	Opportunities
Studying at University
Studying at College 
Training at CGL treatment Centre
Starting voluntary work

	Weaknesses
Lack of computer skills
Lack of confidence
Perfectionism
Overthinking
Lack of presentation skills



	Threats
Financial restrictions
Lack of childcare
Not being able to juggle everything
Personal illnesses
Child illnesses
Exhaustion
Personal commitments



When I finish my level 4 course, I am hoping to go on to do my level 5 this will depend on time, childcare and finances. I am currently enrolled at University Wales Trinity Saint David, studying Certificate of Higher Education skills for the workplace (Health and Social care) whilst attending college for my maths and English and doing my training in a drug and alcohol treatment centre, which is very challenging as I am a single parent and I have 6 children so juggling everything has been difficult. However, as I have stated above, I am very determined so I will make it work. although, I am not sure if I will be able to manage it for a second year, however I am intent on making appropriate arrangements to enable me to do so. 
I would love to work on my presentation skills as this is a weakness for me as I have also stated above. The first time I have ever done a presentation was at University in December for my digital skills and research methods and from this experience I have drawn the conclusion that this area needs a lot of work. 
in addition, I would at some point like to take another Information Technology course as I have not done one in many years and I have forgotten most of the things I learnt then. 
In this day and age, you need computers for everything and as things have changed a lot since then I think it would be an important skill to update.


























[bookmark: _Toc28860239]PERSONAL DEVELOPMENT PLAN
	Timeframe
	Short-Term
In three to six months what do I want to achieve?
	Mid-Term
In six months to two years what do I want to achieve?
	Long-Term
In two to three years what do I want to achieve?

	My Goals
	Complete my University assignments
Pass my pre-GCSE Maths assessment.
Pass my GCSE English Exam
Start my voluntary work in CGL drug and alcohol treatment centre.
	Pass my undergraduate course in health and social care certificate of higher education level 4 course.
Start and pass my undergraduate level 5 health and social care Batchelors degree.
 Enrol for my maths GCSE and pass the exam.
Enrol on a course covering basic Microsoft office.

	My goal is to enrol on to an undergraduate course at University of Wales Trinity Saint David. I plan to complete a level 6 honours degree within Health and social care.
Enrol on a course covering advanced Microsoft office.



	Skills and Knowledge to be Learned
	Time management to make time to study all of my subjects and set time aside to do my maths revision. 
Retention skills, to memorise all of the math formulas. 
To work on English exam style questions and complete them within the time scale given.
Build on my presentation skills for confidence in presenting to an audience.
	Build on mindfulness skills to aid with stress management when giving presentations.
Learn how to quickly reference all resources correctly using techniques from the Harvard handbook and similar.
Learn how to use Microsoft office suite proficiently to create basic, Excel, Word and PowerPoint documents
	Become efficient in creating assignments with lengthy word requirements.
Learn how to use Microsoft office suite proficiently to create advanced, Excel, Word and PowerPoint documents


	Next Steps
	Arrange childcare for the times I have free and am not at college, University or training to enable me to be able to study all subject areas.
Find time to attend additional support sessions for Health and Social Care.
Go onto mathswatch for maths revision.
[bookmark: _GoBack]Get a text book for English 
	Join a local speaker group such toastmasters in Lewisham to build on public speaking skills
Continue to use my student essentials referencing Harvard handbook resources
Research Information Technology courses to take that could help progress my office skills and access web content to build on specific Microsoft Office task as required.
	Continue to improve in efficiency in writing assessment with high word counts throughout the duration of my courses.
Enrol on an Information Technology course to build on my Microsoft Office Skills.

	Resources
	Mathswatch, 
Online resources
Library
Text books
	UWTSD hub
Local speaker groups
Online resources
College prospectuses
Online courses
	University assignments
In class work sheets
Selected information technology course

	Time Schedule
	6 months
	2 years
	3 years

	When will I start?
	December 2019
	June 2020
	June 2022

	When do I expect to finish?
	June 2020
	June 2022
	June 2023



[bookmark: _Toc28860240]CONCLUSION
So, to conclude, this report is all about the academic and employability skills needed to be successful the definition and importance of soft skills and hard skills communication and team working. My own personal development plan and swot analysis my strengths and weaknesses and the things I need to improve on to become successful in the academic arena and in the workplace.
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COHERENCE & COHESION - more exercises [

COHERENCE: A piece of writing is coherentif t i clearly organised and has
alogical sequence of ideas.

COHESION: A paragraph or section of text i cohesive if the sentences are
well constructed and well nked together, and there is no unnscsssary
repetiton

1
Which of these paragraphs has a problem with coherence? Wihich has a
problem with cohesion?

A
The book | would choose to take to a desert island is a book called ‘Gulliver's
Travels.. It is an amazing book about a man called Guliver who travelled to
_—different places. Every place Guliver went was unusual, unexpected.,
Colneso" ™ unbelievable. In one place horses could talk and think like people. People
lived like primitives. Gullver lived with horses for a couple of months. He
learned many things from horses. In the horses’ society everyone was equal
o each other. There was justice. No one had any advantages.

B
There are many good bookshops for students in my town. f | was going to fve
on a desert island, | would take a book on wildife. That book gives you advice
about how to survive in a desert place. It is a beautifulisland with sandy
beaches and paim trees. You probably have many questions such as where
you Gould ive, what you can eat and how. You will read a real story of 15
chidren who were lost on a desert island until they finally succeeded in
making a new society for themselves.

(Earen e

Witers use a variety of methods to make a text cohesive. These include the.
use of.

* Reference words like the relative pronouns which and that, the
personal pronouns he, it, them, her or expressions like the one, the
person or the company to avoid repeating names,

* Linking devices like and, although, while and however to provide a
logical link between sentences and paragraphs.

‘Synonyms and paralll expressions &.g. peoplelhuman beings

Ellpsis or omission - leaving out part of a sentence to avoid repetition
eg. J;)hn 901 98% in the exam but | only got 70. (= | got 70% in the
exam);

1did not want a big wedding, but my parents did. (= my nts did
want a big wedding) (2mypare net

D Moming Mats & admin 2013 Academic W,

ing Pargraphs Coherence & |
Cohesion.doc P!




image2.png
2. Find three linking devices from the following list to match each of the

headings
et cause

whie=\WE . because- S  although- coeit

during(that tme) =+ 50asto forfs* in additonto - acd; ko
ety despite(the fact that) since -t Kt finally~ fucfuce i s

b4 owing 0 (the fact that) «-as well as-~ 4 whereas - <<

in order to— Qo fose both...and-+1e:  however - contres
erkest eon the other hand sothat-fups  assoonas- tied

Addton Conoossion (cccun) Caus

Contrast (i) -Purpose. Time - one g o emce

3. Now combine the following sentences using suitable linking words and
expressions

from the list above.
becausemi)  Peters going to have to leave early. He wants to get to the bank.
before it closes.

1o canse— ) I've gota huge overdraft. | had al that work done on the roof st
month

loepite ~i)  Youve already had thres warings. Your work hasn't mproved
e ~) We putout allthe picnic things. It began to pour with rain.

S V) The new 600 model ooks fantastic. It drives like  dream
1 prefer classical music. My husband loves modern jazz.

g
el

4. Rewrite Text A using reference words and linking devices to link the
sentences more successfully and avoid unnecessary repetition.

“The bock \ wgld

Collivers Toncels T
Al laces. Eve

chgnge Lo kake o a desert island is a bk cated

g ook abak o man ke braveled ks

4§ Pace e et Tutns wnutunl, unecpecked and urbeliasble s
I one Pace borses condhy el o Lo

K asamell a5 Mot Lke Reople . feople o 4t

Led Ve frandues. Gulider

5 Mo b
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Read the following text and make notes on the main ideas. You can do this on a separate piece
of paper which you do not have to hand in.

To be a great leader, you need to start by leading yourself

AMost people g0 nto top positons with good intentios, but those often crumble due to the demands — and.
perks — of the ob. If you want to succeed, devote some time and energy to sef-eadership, says consuftant
Lars Sudmann. Being 3 eader s a e like being 2 parent; beforehand, we have il these rosy isons of how,
We're 20102 0 do t, how incredible w'e g0ing o be, and how we'llsidestep the mistakes that we see other
people make. But when I's our turn ta assume the role, we find that realty doesn't match our expectations.
or imaginations. Sudmann, for example, belived that he would ace his first leadership role. Then he held
i frt majar staff mesting, an employee asked a question about the company's email signature. and the.
praceedings — and his command of them — completely el apar.

ftersome months, Sudman realized he was fighting gainst certain entrenched factors that keep al leaders
from improving. Like many inthe warking world, leaders have t0o much to 4o and not enough time to do ;
they don't clearly think through ther priorities and strtegles; and being in 3 positon of power cases them
1o assume that the people beneath them willake care of a ot of problems.

Sudmann found 2 potential soluton to these "classic leadership problems” in Marcus Aurelus, the Roman
emperor and Stoic philosopher. Rather than spending his time tryng to learn to rally and guide others,
Marcus Aurelus focused a surprising amount of his energy on masterin sef-eadership. Sudman has found
this orientation tremendously helpful. elow he breaks down three actions tha go into sef-leadership.

Fistofal,you needt o be aware of your shortcomings;leaders need to know all of ther biases,predilections
and weaknesses. Another dea s totake 5- 10 minutes every day to think about the challenges you've recently
handled and the ones you'llsoon face. While Marcus Aurelus was fond of eflcting inthe evening, Sudmann
likes doing this over morning coffee. Questions to pose include: “How did my leadership go yesterday? How
would the leader 4 like to be have faced the challenges | faced? What about my challenges today? What
could |40 dfferently>” Write down your thoughts 50.you can refer back to them and learn from them.

Also, regulate your feelings; no matter how much preparation and reflection you put in, there will be
employees, coleagues, chients and associates who anger,frustrate or annoy you. That's where the practice
of reframing” comes n; stopping and asking yourself .. on  scale from 1.0 10, how important s ths ssue.
ight now? Then, give yourselfa moment to think.“How would theleader | aspie to be handle this situation?”
The answer will come to you
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EX.2. Complete the blanks n such a way that the meaning of the second sentence i 3 close to
the original sentence as possible, using the word In brackets where given. Pay attention to
Erammar and make sure what you write matches what i already given.

/

1) There will be  few chapfies around n the office. {announce)

Theboss qanodatec thal Waer ¢ uil e $owne dogsinthe offe.

e doestrte o mes eauentyas lvanted, 1/

twish Ly © weoddlnc e o d e i d nlny

Yo meren ot o mesomany il
. i

5)The counl cut funingso w coukd ot provid ree parking. ./
Becauseof ¥ b Lty
h Tt e net i B

)i proposal wasa fire 3 t s 0 theoretcal. (reled) 0 ¢ 12

His proposal

C x+ did wot Sut(zeJ\/
7)1t was Mary wha stole money. (
He accused

8) He seems well-educated. However, he's not very brigh. (akthough)

5] Universites place the burden of understanding plagarism and attiution conventions on
students.
The responsivilty for

10) 33% o adolescents who have one baby, have a second baby within two years o the first
baby's birth, (tird)

ai g,
e g by Jre® Hooe Bocond cluld G
il [ ooy pocir-
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Paraphrasing Exercises
adapted from it/ /web o.cuny.ed esparaphrasing Lhtm
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b vt it s et ot e s st s scond

bitnday
A quartr of adolescent mothers gvs birth when thei st borns two.

' 25% of adolscent mathers become pregaant again when thelr st abies are two years ol

1¢has been eported hatthe richst ane percent of Americans own 40% of the country's wealth

The ichest 1% are 40times a wealthy s he estof Americans

1£2he 30 between rich an poor continues o rowat the currnt at, the richest one percent wi

B

oo kelhecauntyswests
40% o the country'swealth i 1 the hands of oy 1% of Americans.

2 oot A own 0% 5 s o et 1%
e vas eved whe h rywas il resy o e s e,
et oot s et g s e
% T udes sedie o e o vt
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3

i wha dit ot
Women who witnessed th abuseof theirmther 3 teensare more ikl to become abusive aduls.

7 (> Women wha aosarved the sbuss o thir mothers when ey were Young are more kel -0 e

abuse themselves.
€ Wormen who were abusd a5 chidren are more iely t abusethei own chldren

. Grls who testfy about maternal buse olerate abuse 33 adults more readily.

Martha thinks that thessue of adolescent problems s mpartant to write sbout
3. Martha thnks hat adotescents ke o wite bout thei problems.

7" (&) Martha feets that writing about adlescen problemns s worthwhie.
. Martha bolievesthat the dream of most adolescents s to wite something important.

. Martha thinks that adolescents can wrte 3bout theirproblems,
Wiiteyour own paraphvase for thefollowing sntences:
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MARIA and PEDRO

Pedro works on a building site and Maria i his wife.
One day Maria phoned Pedro.

“Hello, Pedro, when you're coming home, see if you can get me a chicken.”
‘Okay, replied Pedro.

When he got home, Pedro took off his boots and coat and went into the kitchen.
‘Maria, where are you?’ He said,

Here - in the sitting room, she said.

When Pedro went into the sitting room, Maria said, 'Where s the chicken?
“What Chicken? Asked Pedro.

The one | asked you to get on your way home.

Oh, nol | thought you said when | come home | will see you in the kitchen!

1 Q: Why do you think edro misunderstood Maria?
2. Q: Whose Modelof Communication explains this confusion and why?
3 Q: How could this have been prevented?

Q: Whose Model of Communication explains how it could have been avoided?
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Writing paragraphs (o et

Identifying and supporting topic sentences
Exercise 5
Put the following sentences in the correct order in produice well organised paragraphs.

Paragraph 1

%2 Foralhwagh ot sign. you can s itherfset ook sk or o
oo

\’%4 /A,b. You'l probably have to take your publicaton to a commercial pinter, however,
% since bristol won' feed through most desktop printers or copy machings.

Vl\ - . The type of paper you choose for a poster or a sign depends on how it will be:
reproduced and howtis going to be used

9. If you need to create a more durable poster or sign, or creale packaging,
brstol stock is your best choice.

(Microsoft publisher CD deluxe companion, p. 185)
. Paragraph 2

. It rare, but not unheard of, for mailto go astray. ~

g { b. And many corporate mail servers have had growing pains, t0o, experiencing
holdups and the 0dd deletion.
IS (/. On the whole though, you can assume email will arrve.
4. However during 1997, AOL and Microsoft Network - o name just the big
B B piayers - had severe mall utages reiing i the delay, and in some cases oss.
of email

&. In general Intemet emailis considerably more reliable than the postal service.

1

(The Internet and world wide web: The rough guide, (1997), p. 15)

Paragraph 3
52 Time may indiate thoimportanca of the occasion s wol s on what lvel an
interaction between persons is 1o take place.

1.b-Tre same applies forcals e 1,00 P4
3 c. Different parts of the day, for example, are highly significant in certain
oo
3 Out ealisaton that me taks s evenrflecied n such common exressions
Fos her o oo h ook ™

&. In the United States if you telephone someone very early in the moring, while
\ e is shaving or having breakast, the time of the call usualy signals a matter of
utmost importance and extreme urgency.
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