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Introduction


This report will show you how essential is to have Academic and employability skills. Skills is the power to do something good like organising your time. We need to understand our ability and improve it. I think we must stop wasting time with unimportant subjects or information and we start reading more and do activities that will help us to improve ourselves which will help us in our life and workplace. People nowadays, with all the technology we have, get lazier and most of the time choose the easy way to progress into something, which personally for me it is not right.
Higher Education gives us the opportunity to learn how to speak and write academically. This is very helpful for people development plan, we are learning how to use the words in contents and how to structure it correctly. Helps you to learn how to talk in a professional way, academic way. If we know how to do that and we know the difference between formal and informal conversation, that will help us get more respect from the people and they will take you serious. Blaxell and Moore (2012) was a useful source of information.
I think Education gives us that opportunity to progress in our life and workplace. When I sart studying this module, I could not understand almost nothing. English is not my first language, I also speak two more languages and this is why I need more time to understand the information I was receiving in lectures. I was getting confused at the beginning what is the right way to structure my sentence and I have been working on it. I think I am getting better, but I still have a problem with grammar. I keep trying hard to focus on that and correct it but I cannot understand how am I doing mistakes? 
I do exercise all the time grammar and sometimes I am very good with adverbs for example but sometimes everything is  mistake. For me this is a big problem which I have to solve, no metter what. We can always set GOALS to help us progress the ideas we have, and we want to succeed. I can give you an example of how I set my first one when I was in class.

GOALS
	End of term
	End of program
	One year later

	Pass the four modules
	→
	Continue studying

	Attend classes
	→
	Continue attend classes as much as you can

	Read regularly 
	→
	Continue reading




After I set this GOAL, I created my second one. During the time I study one of which I want to improve is my grammar.

[bookmark: _Hlk39271708]Academic writing

This is the method we can transform our words into a professional way. We must know how to organise our Academic writting, there are three important parts in the contents: Discourse, Grammar and Vocabulary.
I learned, paragraphs are two or more sentences together and describe the idea of the contents. Every one of the paragraphs contain different information. This is an easy method to remember. Personally, when we started studying about how to write in an academic way it was very difficult for me to understand. I needed to do a lot of exercises at the beginning to understand how to do it correctly. I still cannot say that I understand it perfectly, but I am still practising and trying my best to improve. For me, the hardest part is to learn how to write and spell correctly. Grammar is even harder to be learned, except the sentence and clause we have subject, verb, object, complement and adverbial. It is impossible to have good academic writing without good grammar. Also, we must know that vocabulary are the words and the phrase we use in the contents. Without all this information we would not be able to progress our academic writing. Academic writing (Wikipedia, 2020).
Paraphrasing

Paraphrasing is when you are presenting something you heard or read with your own words. The structure and the meaning are the same but described in your own words. What is paraphrasing (University of South Australia, N/A).
We must avoid plagiarism, it accurs when you copy the same exact words and sentence structure from the author of the story. If we have a content, we need to make sure that we will read it two or more times until we understand what it is saying. We can put the main key aspects onto a sheet of paper and to write with our own words what this content says. In the end you can compare them. Vineski (N/A) was useful source of information.
In Academic way, paraphrasing will help you to inspire your standpoint. We can customise that by using synonyms. The paraphrasing is one of the important suggestions we can use to explain our point of view, to make it more credible. When we write assignment for example, we need to do a lot of researching to find out the right evidence to support our opinion. But plagiarism is not the correct way to do so, we cannot just do copy and paste, this will be very unprofessional we can be convicted of it as well. Simply we should make sure that we understand completely what the other people are saying and try to explain with our own words, this is what I think. Probably since we were little we start pharaphrasing, but we did not knew how this was called. This is the module where I can improve my knowledge of paraphrasing. If someone tells me a story I can paraphrase it, maybe great. However if it is a text in English that was difficult for me to understand  because of the language barrier I would not be able to do it. Now I can say my practice has made my work better and better. 



Employability skills

Employability skills is the competences every company is looking for from you. To progress in our work position, we should improve our abilities first. 
Each company is looking for employee with positive attitude, person who have cheerful behaviour, it is tough and idealist. As employee I do have that skill. To be idealist is a little bit hard to be understood by other people because not all of them understand the importance for us everything to be done and look great. This is why sometimes this skill is difficult to be explained. 
The staff member should have good communication skills, to know how to speak in professional manner and at the same time he or she must be a good listener. The tone of your voice is very important when you are talking with others. Sometimes it is a little bit tricky when we have got to solve a problem at work and people do not know how to communicate effective and efficient. After I start studying this Module, I begin to understand how to improve this skill and now it is much easier to communicate and be understand correctly. 
Strong work Ethic is other ability employee should have which mean to be loyal and ambitious, that person does not let unfinished work. As I said earlier I am idealist, for me unfinished job means I failed into something. 
Another skill is to know how to solve problems, that means you must know how to be responsible. People at work are always the centre of the problems and you need to discover alternatives how these problems can be solved. Long time ago I have been working as a supervisor in the Olympic stadium (West Ham stadium). This skill was one of the most important once as it was “adventure” for me to work there I can say. Employees there were very problematic and I always had to be fast in problem solving and find the solution due to the nature of the business and environment.
Managing your time is as well important skill people need to have. Companies are looking for a person who knows how to arrange their time effective and efficient. Prioritise your work correctly if you want to become more professional and productive, make a plan of what is more important than the other and do it first. Multitasking is a difficult skill that not a lot of people have, it is hard to do two or more things at the same time. 
To be a team player is an easy ability if you like to work with people. For this skill you must be tolerant and supportive. For me, this is the talent most people have, because working with other people it is funny sometimes and easy when everyone knows what they are doing. That helps us learn to support each other. 
To be self-confident is another important skill. Being able to express yourself freely knowing you have the required abilities and knowledge.
Skill that every person must have is to Accept the criticism and learn of the given feedback. That is a talent, to admit that you are not the best in everything, you can be wrong, and you need to accept that criticism and try to work on that and get better. 
To be flexible and adapt to situations faster is another talent that is good for developing your skills. Companies are looking for flexible people, people who do not stress if they need to work on new things. 
Another skill we can try to develop is to control yourself while you are working under pressure. At the workplace we can come across a lot of stressful situations. Lorenz (2009) was useful source of information.
My personal opinion is that if people progress at least in some of the skills we have explained above it will be a good start for their development in the workplace. I already started improving my skills and I can see the impact I make in my workplace. My managers tells me that I am changing for the better.



SWOT Analysis

What is a SWOT analysis? This is a designed plan from you acknowledging your weaknesses, strengths, threats and  opportunities. People need to illustrate that diagram on one piece of paper and see what they are good at, where are they lacking and what are their possible threats and opportunities. I did not thought about mine until I was asked by my lector to complete it. When I started it took me a lot of time to think and then I realised all the positives and negatives I have. My SWOT analyse looks like this:
	Strengths
	Weaknesses

	Motivated
	Limited Education

	Organized
	Language barrier

	Positive
	Work experience

	Hard worker
	Weak confidence

		Punctual	
	Emotional

	Open minded
	

	Opportunities
	Threats

	Ability to learn quick
	Low job position

	Speaking three language
	Not good public speaker

	Responsible
	Shy and quiet 

	Loyal
	Easily distracted

	Passion to learn
	Poor knowladge of academic communication




I believe that if people realise all the positive sides they have, that will help them to work on the negatives. Well, I can say that I have a progress already on my weaknesses, my education is not that low as it was. Laguage barrier is not that big problem anymore and this module helped me a lot to improve it. I have learned many new words and phrases, I have progress on my writing as well. I believe until the end of this year I will progress even more. It is not anymore poor knowladge of academic communication, now I know many facts. When I start studying I was so shy I could not say even one word correct, now I am talking without feeling nervus. I keep doing mistakes but not as much as before. That makes me feel stronger.

	Strengths
	Weaknesses

	Motivated
	

	Organized
	

	Positive
	

	Hard worker
	

	Punctual
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



Personal Development Plan

Personal Development plan is based on GOALS. That is a plan you make for your future, plan for long period of time you want to complete. Personal Development Plan ( University of Wales Trinity Saint David, N/A).
My develompent plan is start working with Human Resources. To make it happen I have to study a lot and I already start working on it. I have to pass all the assignments I have each semester and read a lot. After I pass them I need to apply for Human Resources Management position and continue my education. But firstly I have to pass the test that the University will give me and complete my full education. If I have been accepted that means I will have three or four more years of studing. This years I must study hard to make sure I am passing all the assignment with good grades. When I succeed and have my Diploma I can apply for a job with Human Resources. However, once I start working I can save enough money to buy a house. This can be my next goal, to do that I have to work more and move my saved money into saving account. I have to speak with property  agency that will help me to find exactly what I am looking for. To happened that I have to go and check different houses until I find the right one for me. Of course I should see what types of mortgages banks are offering. Considering all the information I will gather I can choose what is the best alternative and buy my house,take the keys from the agency and move in.

Conclusion


I am very happy since I start studying. This module helps me a lot, especialy with my weaknesses. I can see progress in myself and my academic skills are better. I have learned a lot of interesting information and facts about academic writing. Now I know how to structure an essay and my writing skills are still in progress,but better than before. My employability skills are getting better and better and my managers can see that.  I set up my GOALS and I am working on them, until I become professional I would not stop trying and working on them. Finally, I know what exactly I want to do with my future and this is one of the modules which is and it will help me to succseed. One of the most important parts is that I already work on my personal development plan and everything is going great so far. I am studing and I am learning. I will keep working hard to develop myself more. I am sure that I have a lot more to learn and by the end of this year I will be more professional. 
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