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[bookmark: _Toc39594648][bookmark: _Toc58925668]Executive Summery

This research attempts to determine the relevance of the study of academic and employability skills. The first part begins with the presentation of the collection of rules and styles needed to write in academic English. It continues with an overview of the approaches used including study and personal strategy.
An outline of SWOT analysis (definition and personal application) followed by a personal development plan is provided in the second section. In conclusion, the conversation focused on how these reviews can be opportunities to optimize positive factors and enhance negative ones.

1. [bookmark: _Toc58925669]Introduction

The significance of Academic and Employability Skills studies is that personal growth represents the rise in demand for well-educated jobs.

It is possible to group the vast range of skills offered into 3 key dimensions:
· 1. Application of intellectual abilities to circumstances in everyday life.
· 2. The connection between the theory of employability abilities and experience of the job dimension.
· 3. Following a particular career direction through the abilities acquired.

Academic and employability worlds witness how they achieve one particular target in testimony of these skills:
· The analytical capacity and the high level of written and oral communication, on the one hand, enable students to acquire information.
· On the other hand, the application of these lead students to achieve objective within the competitive work context.
It helps to step into the world of work by understanding and applying academic and employability skills and all the transferable skills gained during the school years. (Gravells, 2010)
2. [bookmark: _Toc58925670]Literature review 

2.1. [bookmark: _Toc58925671]What is academic writing?
As a standard technique, high school and college classes usually use academic writing. This style meets common guidelines for the usage of formal words, so it is advised not to use slang or contractions. Organized and full sentences should also be at the centre of the attention of the writer. Academic writing varies from language to language, meaning that a different structure in English is accompanied by words, grammar, and the arrangement of ideas. These skills are taught to be used in either academic or technical professions.

To learn good academic writing skills, two essential techniques should be considered are: style and flow. (Peter Chin, Yusa Koizumi, Samuel Reid, Sean Wray, Yoko Yamazaki, 2012)

2.2. [bookmark: _Toc39594652][bookmark: _Toc58925672]Academic writing: style and suitability 
Academic writing follows common guidelines when it comes to style:

1.  Academic English in written form does not contain:
· Contractions such as ‘don’t’ ‘can’t’ won’t’.
· Hesitation fillers such as ‘well’ ‘you know’ etc.
· Popular words that are not acceptable in the academic context, such as 'perform instead of actions.

2. Personal pronouns are not considered valid in scholarly texts. In a formal setting, using an impersonal approach is the preferred style. This does not, however, suggest that pronouncements such as "I" and "we" make the writing less formal.

3. Verbs should always be viewed as a single verb in the written academic format.

4. In the English dictionary, a structured style must be adapted from the vastness of vocabulary.


2.3. [bookmark: _Toc58925673]Academic write: Flow
The flow is a reference to a text's fluidity. The writer should have flow: 
· Be able to use terms and phrases that are related (e.g., therefore, however and all sentence connectors and phrase linkers).
· Apply the punctuation rules in the right way.
· To connect ideas, use this/these + a noun.
It will make it easy for the reader to follow the text by complying with these rules. (Oshima Alice; Hogue Ann, 2006)
3. [bookmark: _Toc58925674]Methodology 

[bookmark: _Toc58925675][bookmark: _Toc39594655]3.1 Overall approach 
During my time at university and throughout the online lessons to which we all had to adapt to excel in our assignments, the creation of this report was made possible by reviewing scholarly papers, journals, and lectures.
Though lectures provided me with a strong base of academic skills and research methods, instruments such as libraries and Google Scholar were an important part of the journey through the growth of such skills.
[bookmark: _Toc58925676]3.2 Critical approach 
It leads to a deeper understanding of the topic by approaching what has been learned with a critical eye, making it possible to establish a debate and a conclusion. I only considered articles that by reading and elaborating their context, I felt were important and from reputable sources. Developing a critical eye is fundamental to study exactly what matters. It was also important to learn how to build a critical eye by reading as many papers as possible that handled the eye.
[bookmark: _Toc58925677]3.3 Use of libraries and Google Scholar
During this time, the government has limited the use of physical libraries to include further dissemination of COVID-19. However, new technology has made the use of specific databases, often referred to as online libraries, open to students. I considered Google Scholar to be a fantastic replacement, even though I personally found it difficult to use the university's online library as my main source of information. This instrument gave me the opportunity to research the subject in depth by applying the academic abilities gained during the first term, such as paraphrasing.
4. [bookmark: _Toc58925678]Result

[bookmark: _Toc58925679]4.1 What is Swot analysis? 
SWOT stands for Strengths, Weaknesses, Chances and Risks. A SWOT analysis is the method of collecting information on the strengths and limitations of one's characteristics, as well as external factors such as opportunities and threats.

Strengths: A good attribute is a personal strength which can contribute to a successful career (e.g., successful sales ability).
Weaknesses: A personal weakness is an environment where development is an opportunity. It is not always a factor that has a negative effect.
Opportunities and threats: These are external variables that must be considered for any field of life to thrive. Opportunities are elements that can lead to one's success, while threats are the ones a person needs to be prepared for if they happen. (Susan E. Jackson ; Joshi, Aparna ; Erhardt L. Niclas, 2003)
[bookmark: _Toc58925680]4.2 Personal Swot analysis 

	Strengths
	Weaknesses

	· Well mannered, polite.
· Strong transition skills.
· Great listener.
	· Not entirely able to make hard choices.
· Disorganised.
· Not able to handle a wide number of individuals.

	Opportunities
	Threats

	· Within my established company, job promotions are available.
· Openness to the LGBT + culture from more businesses.
· Job roles that fit my area of work.
	· Heightened rivalry.
· Economic slowdown due to COVID-19. 
· Better applicants.



Tablet created by Autor Gerardo Cacciapaglia.


[bookmark: _Toc58925681]4.3 PDP analysis (Personal Development Plan)

A Personal Development Plan is a written self-reflection study that aims to define areas for change. This approach is used to achieve academic, family, or career-based goals by facilitating goal setting, identifying strengths and weaknesses, and identifying space for enhancement. This strategy involves tailored actions that will assist in achieving desired objectives. The author should insert in a PDP what they have accomplished and all their possible successes, what needs to be changed to proceed to the next steps and to commemorate what has already been performed well.
	Personal Development Plan



	
	Desired achievements 
	Current ability/ possibilities 
	Areas of improvements
	Skills needed
	Time frame

	Priority n.1
	Degree in Marketing and Communication.
	Good understanding of modules.
	General learning of such skills
	Academic skills as well as learning skills
	1 year

	Priority n.2
	Degree in Fashion Design.
	General learning in such abilities.
	General instruction of certain abilities.
	Academic ability as well as listening abilities.
	3 years

	Priority n.3
	Progress in my career.
	Discrete selling skills.
	Managerial-focused mindset.
	Managing skills.
	5 years


Tablet created by Autor Gerardo Cacciapaglia.

[bookmark: _Toc58925682][bookmark: _Toc39594662]5.4 The Eisenhower Box
The Eisenhower box is a method used to maintain a high degree of efficiency by separating what is necessary and urgent from what is neither critical nor urgent strategically. 
· Tasks that require immediate action are categorized as necessary and urgent.
· It is necessary, but not urgent, to do tasks that can wait.
· Tasks that can be assigned are urgent, but not necessary.
· Neither important nor urgent are activities that will not bring major changes.
Urgent tasks are "things you feel you need to respond to” according to behavioural science expert, entrepreneur, and writer James Clear. And adds: “Separating these variations is easy enough to do once but doing so constantly can be difficult. The reason I like the Eisenhower Approach is that it offers a simple foundation for decision-making time and time again. And like everything in life, the hardest part is continuity.” (Clear, 2014)
	The Eisenhower Decision Matrix


	Urgent
	Not Urgent



	Do

Do it now.
	Decide

Schedule a time to do it.

	Delegate

Who can do it for you?
	Delete

Eliminate it.


 
Important

Not important.


Tablet created by Autor Gerardo Cacciapaglia.

5. [bookmark: _Toc58925683]Discussion.

It is important to be objective and unbiased in the process of developing a personal SWOT review. While it is a private study, the view of trusted individuals has sometimes been useful in recognizing my strengths and weaknesses and using an introspective method. Once I have stressed my potential and my weaknesses, I will work through them to find the best way to accomplish my goals. I now know what I am good at and what I can build on, as well as what the external world provides and what factors can impede the achievement of my set goals from such an atmosphere. 

The use of the Eisenhower box is recommended to achieve these goals and a good dose of willingness and self-confidence is needed. Not only can these variables help my goals achieve, but they can also drive development.

Given that subject knowledge is what most employers look for in their workers in the 21st century, an applicant should know how to encourage those skills. In addition to being proficient in their hard skills, valid applicants should be able to concentrate on the soft skills mentioned below. 
· Communication: the ability to connect with firm skills in writing and speaking. This is specifically related to teamwork and psychological intelligence.
· Teamwork: Every position in an organization needs people to collaborate.
· Emotional intelligence: the ability to grasp both personal emotions and the thoughts of who is around them.
· Digital literacy: one of the most important skills for accessing the internet and electronic devices in general in the 21st century.
· Initiative: it is the skill that promotes actions aimed at enhancing the business of the organization.
· Time management: the ability to control time to comply with defined deadlines.
· Critical thinking and problem solving: the capacity to explore an analytical approach to data to find a way to move forward.
The distinction between hard skills and soft skills is that the former are technical expertise and training learned during life experiences, and the latter are called personal behaviours that structure the working process. In cover letters and resumes, hard skills and soft skills are commonly included. (ACTE, 2005)

6. [bookmark: _Toc58925684]Conclusion 
My understanding of academic skills and employability was shallow at the beginning of the academic year. Recognizing those strengths has enabled me to cultivate a different attitude aimed at optimizing the efficacy of established abilities and developing new ones that will help to implement my potential plans. In three steps, I summarized this mindset: Building stable foundations: this requires knowing desired skills. Keeping concrete goals by for instance, designing a professional development plan and/or SWOT study. The union between information and preparation is the meeting of high expectations. The advantage of this mentality is that it can be used in any field of life; it can be for academic, professional, or personal achievements.
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Gerardo Cacciapaglia G3 ACE
PERSONAL DEVELOPMENT PLAN

What is a Personal Development Plan (PDP)?

“Personal development planning enables individuals to take charge of th

a proactive as well as reactive process, designed and prioritised to supp ! e co8
as well as longer term ambitions” (AUA Postgraduate Certificate in Professional Practice (Higher

Administration and Management (OUVA))

eir own learning. Learning becomes

ort immediate development needs
cation

you to identify key areas of learning and development activity

A Personal Development Plan (PDP) enables P
lop existing skills and behavioural attributes for the

that will enable you to either acquire new or devel
following purposes:
& enhancing performance in your current role
& addressing anticipated changes in your current role

& addressing career aspirations towards a future role

Step 1: Deciding on your goals
Long-term goals
What do you want to achieve after university?
To help you think about your goals, ask yourself:
«  What areas of my studies/work/life do | want to develop?
-1 would like to develop my study and work in a fashion
world

+  What areas do | need to improve?

-1 need improve my spirit of art and knowledge of the modulation of clothes

+  What might be some long-term career goals and what skills would | need to develop to achieve
those goals?

Consider these ideas to get you started:

e Talk with your lecturer.

«  Schedule a confidential session with a careers advisor at UWTSD.

*  Read career development books.

*  Set realistic priorities — what's achievable in the next three months? This year? Within 3 years?
Employers are looking for specific attributes when recruiting graduates. An employable graduate will be:

< Capable of applying knowledge
<« Enquiring — critical thinking abilities
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Personal Development Plan

—

Short-Term Time Frame

What do | want to
accomplish in the next
three to six months?

Mid-Term Time Frame

What do | want to
accomplish in the next
six months to two years?

Long-Term Time Frame

What do | want to
accomplish in the next
two to three years?

Section 1 - My Goals

What are my overall goals
that | want to accomplish
in this time period?

Example: become a
Student Affairs Officer;
learn computer graphics

Become a fashion
designer

and get a business
licence.

Finish my university
and try to find a better
Jjob.

To open my own
Fashion Brand.

Section 2 - Skills and
Knowledge to be
Learned

What specifically do | need
to learn? What project do |
need to work on?

Example: Student advising;
Banner; Dreamweaver;
develop a procedures
manual

I need to know the
structure of design
and learn about arts
and fabrics.

I need the ability and
creativity to learn a
new knowledge.

I need to learn every
time and accumulate
new knowledge to be
able to manage this
kind of company.
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My persona activity s gradually taking positive developments especially during the situation |
considered.

What were your strengths and weaknesses? How do you know? Give evidence of your achievement.
-My strengths are:

Creativity
Versatility
Flexibility
Focused

Taking Initiative

I've always preferred to work in groups and find that my collaborative nature is one of my
strongest attributes. On projects that | directed, | work well to inspire diverse team members and
work side by side with them to achieve the project goals. In fact, I've increased productivity by ten

percent over the course of two years.
-My weaknesses are:

«  Self-criticism
« A Particular Software
« Too sensitive

I'm not familiar with the latest version of the software that you use. I've spent my time recently
focused on generating a positive user experience and have always been willing to learn new
things. Throughout my career software has always changed and I've always been willing to adapt
to changing technology. | will put in the time it takes to learn this new software.

Step 3: Creating a plan
Deciding on a plan of action to get from here to there.
Make concrete plans:

< Define what you need to do

< Define when and how you will do it

< Be specific about your milestones
<« Plan review points

Adapted from: http://www.youtube com/watch?v=VLTcm!
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How am | Boing to acquire
the skills and knowledge?

How am | going to do this

Project?

Example: take
Dreamweaver class; do an
informational interview; set
up a project outline

I will go to training in a
boutique and | will make
ready myself for this
challenge.

To attend my university
course and develop
myself.

1 will analyse the
business of fashion and
choose the best options.

"Adapted from: hitp://www.hr.ucdavis.edu/sdps/forms/|DP%20FInal%2010.14 11 pdf

Short-Term Time Frame

What do | want to
accomplish in the next

Mid-Term Time Frame

What do | want to
accomplish in the next

Long-Term Time Frame

What do | want to
accomplish in the next

When do | expect to finish?

e

three to six months? six months to two years? two to three years?
__|
Section 4 - Resources
-Prepare a collection | -Have a flexible and -Enough Capital
- Open and investing creation of my - Have enough time to
Whatresourcesdol peed? my capital in own my | collection manage everything
business
Example: free time; funding
Section 5 - Time Schedule 29 January 2020 12 August 2020 15 September 2020
What is my time schedule?
.
02 June 2020 02 July 2020
When will | start?
I
] 01 September 2020 01 October 2020 25 December 2020
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Name: w\‘\

Basic Sentence Structure and Building Sentences

Worksheet 2
Part .
Place each prepositional phrase in the correct location to create a logical sentence.
in the beautiful garden o between December 24 and from my grandmother 5
January 2 6
by the playground across the o along the busy highway on top of the books next to the front
street door =

1 Eé_‘{\ ‘&E— émj&*?‘eu \ ‘50'{0\QN\, we are growing many vegetables and flowers.
OJU\D\ QEIOD he ‘S\(td \

2. Many cars break down 4% ﬁjf\f. éﬂ%%f
t

3. &% Yhe buhé here is a lot of noise before and after school.
4. linherited my blue eyes and b ndmom ™ %{wd westhe ‘\‘
5. Julie left a note for you _.O™ ‘VQQ 9&- ‘“ﬁ@ bp D \Qex\’*o The % <

G.M)U% Oce 24 ona\ most employees have a week of vacation.
B ISU N

Partll. %0
Combine each pair of sentences with one of [o{ and, nor, put,/ oryet, ;o/

1. Kevin bought a new red car.
Red isn’t his favorite color.

L. B N

2. Jennifer drives to school.
Her sister drives home from school.

_Buk

3. They installed solar panels on the roof of their home.
They can save money on their energy bill.

Se

4. On Fridays, we have homemade pizza for dinner. |
We go out for pizza at Dominos.

5. lJillian got a speeding ticket this morning.
She was going 20 miles an hour over the speed limit.
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Part il
Combine each pair of sentences with a subordinating conjunction. See board for options...

1. We eat breakfast and make our lunch.

We take the bus to school.
E L S T . - SRR
Oé‘ tuen £

3. Ibought a Mac instead of a PC.
| can create graphics more easily on a Mac.

3

4. Most basketball players are almost seven feet tall.
The best player on the Lakers is only a little over six feet tall. .4

M———A

J -~





image13.jpeg
Which sentences are closest in meaning to the five sentences below?

1. 25% of adolescents who have one baby have a second baby within two years of the first baby's birth.

5

Write your own paraphrase for the following sentences:

6L,

i fzdow(a Qcpa@\ﬁg

Paraphrasing Exercises
adapted from http://web.jjay.cuny.edu/~esl/paraphrasing1.htm

a. 25% of babies are born to mothers who are adolescents.
b. One out of four adolescent mothers has another baby before the first baby reaches his second

birthday.
A quarter of adolescent mothers gives birth when their first born is two.

5{ 25% of adolescent mothers become pregnant again when their first babies are two years old.

It has been reported that the richest one percent of Americans own 40% of the country's wealth.

W The richest 1% are 40 times as wealthy as the rest of Americans.

b. I the gap between rich and poor continues to grow at the current rate, the richest one percent will
soon own 40% of the country's wealth.

. 40% of the country's wealth is in the hands of only 1% of Americans.

d. 99% of Americans own 40% as much as the richest 1%.

The judge was relieved when the jury was finally ready to announce its verdict.
a. When the jury announced its verdict, the judge was relieved.
b. The judge asked the jury to arrive at a verdict.
& The judge welcomed the prospect of an imminent verdict.

d. The jury welcomed the judge's relief.

Research data suggest that girls who witnessed maternal abuse may tolerate abuse as aduits more than

girls who did not.
2. Women who witnessed the abuse of their mother as teens are more likely to become abusive adults.

b. Women who observed the abuse of their mothers when they were young are more likely to endure
abuse themselves.

<€ Women who were abused as children are more likely to abuse their own children.

d.  Girls who testify about maternal abuse tolerate abuse as adults more readily.

Martha thinks that the issue of adolescent problems is important to write about.

Martha thinks that adolescents like to write about their problems.

Martha feels that writing about adolescent problems is worthwhile.

c. Martha believes that the dream of most adolescents is to write something important.

d. Martha thinks that adolescents can write about their problems.

A local newspaper claims that 75% of all homeless people do not like homeless shelters and prefer tp live
as they do now. L\p -\ ‘4@&( &~ (N oS q{\ ko
Thr howeless i

Ronny told his aunt that a bear had attacked him, which she found difficult tq believe. ‘\'L&
G e sk hes(

e Shiarr ot gk ftvia) S
dcMar) (A~
the Mojave Desert knows that one should always carry a supply o

Anyone who has ever driven throu

ra water.
Yu ﬂe;&; the Toeue Degelk
Of the 138 million acres of land that Native Americans owned in 1887, 90 million acres were taken away’ Qx.'“\(.(
by whites by 1932. ] W

‘A woman who was nominated by the president to head the department was quickly approved by the
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* Creative
® Enterprising - creating solutions
“ Ethical
4 Thinking internationally
Top 10 skills employers want

Commercial awareness
Communication skills

Teamwork skills

Negotiation and persuasion skills
Problem solving ability

Leadership ability

Organisational skills

Perseverance and motivation

. The ability to work under pressure
10. Confidence

Adapted from: www target o uk (Nov 2012)

e NN s w N

Mid- term goals
What do you want to achieve by the end of the 1% year?

By the end of the 1 year | would like to achieve:

-New skills and communication skills
-Having the right ability to open a business of my own
-Ability to become a businessman

In your class? In your professional development?

In my successful profession and experience in my class, | would like to achieve new methods
there communication and approach with others peoples.

How will you measure success? How will you know you have achieved your goal?
1 will know that | have achieved my goal and measure my success when:

- Set Goals That Motivate You
- Set SMART Goals

- Set Goals in Writing

- Make an Action Plan

- Stick with It.

Step 2: Evaluating your current position
Think of situations where you demonstrated any of the 10 skills mentioned before.

How successful was your personal activity during the situations you are considering?





