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                                                   Introduction   

In this report I will be giving you detailed brief of how to use skills accordingly in a workplace and academically. By what is meant by skills in general and  employability skills. Giving descriptions and examples of hard and soft skills. Explain why soft ad transferable skill is need and why I use it.  Alongside I will be giving personal examples of how I used these in my workplace and how I used it to be successful for the role I’ve applied for. A diagram will also be shown at the end of this report of SWOT analysis conducted by myself. 


 What do we mean by skills or a person has skills or requires these skills?
Firstly I will start by giving a brief  definition of what a skill is. A skill is very simple and it’s the ability to do something, this can either be an activity, job or something else. If this is done well because you have practiced it means you have the skill to do it but can also be picked up throughout training and experience. These are skills we need and use daily without even being aware of it being used. Some of us already hold these skills and others pick these skills while in a work place or just by having experience. Other skills which are very important nowadays are employability skills, these are the skills that will make you eligible for a specific job role you have applied for. No matter what this job role is many employers will look for skills alongside of qualification you hold.
Many employers will indeed look for qualification, experiences you may have to see if you are eligible and suitable for the job but to be successful they will also look for skills that you may have or can be picked up by time. These are sometimes called soft skills and hard skills, the skills that will make you employable. Soft Skills are skills to prove that you’d be great anywhere because they are the kind of skills we all need and we must have regarding to be suitable for a job as these skills are hard to teach. These skills include communication skills, listening skills and much more. This shows how a person interacts with others. An example I can say is that I hold some of these skills which made me successful for my job role as a receptionist and bar tender.  I showed a good amount of listening skills in my interview for the receptionist role and with that I got praised. I was also able to communicate and demonstrate my communication skills while keeping it professional and giving clear and brief answers. 
In the other hand hard skills like the word says are hard,  it’s a teachable ability set that are easily measured and it simply shows you’re great for the job role. It’s the skills that you need that matches the job role you have applied for. These skills can be very specific are most likely listed on job descriptions. Examples of hard skills are computer ability, if the job requires you to be able to use a computer this will most likely mean that you will be working with computers most of the time. Some sort of higher qualification degree level such as university diploma, work experience certificates , will also be taking into consideration into guaranteeing the job role. These skills are learned and can always be defined . Hard skills include the specific understanding and ability required for a success job role. In my job role as a receptionist and bartender I need to have both soft skills and hard skills only because I’m constantly with people and around computers daily. I need to have good communication skills to allocate guests to their rooms and any enquires I will be there to solve them. When working in the bar I also need to listen to the guests need when they are ordering something and need to be able to communicate back with the guest and this can be very difficult when there is a language barrier and mistakes can be made while taking their order. But all I have to do is take time and listen carefully to their needs. This also goes for when I’m working in reception and a guest asks for a specific room such as a quite room or when a guest has a complain to make and is not satisfied with their room. In this case I just have to keep it professional.
You’re probably questioning yourself so what are the differences between soft skills and hard skills, well let me explain it to you. Soft skills are the skills that make you look good for an employee such as your etiquette , communication and listening and also getting along with others but hard skills is different but not by much this is the measured abilities such as writing, reading, maths or the ability to use computers. These are skills you can eventually be good and have  if put into practice and worked on. 
We move on to soft and transferable skills. Soft skills are personality traits that affects interactions with many and are as important as hard skills in a workplace. These skills cannot be learned meaning that it makes it more difficult to try and teach it. These can be team working ( the ability to work with others to conquer a goal), this ability requires a lot such as active listening, strong communication because each person part of the group members needs to give their view and give an idea on such input related to the discussion made within the group,  to come up with a conclusion and final step. Punctuality and organization is something employers seek for. They will go from candidates who can be trusted with a certain amount of time to accomplish tasks while being up to date about other tasks. 
Transferable skills are skills that can be transferred from a job to another and can also be developed by time across many industries. Transferable skills can be used to allocate your experience in a past job. As for me I used to work in a lab and hold a communication skill and digital skills because I had to transfer any data forwarded to me from the machines to my colleagues and update it on our system which today I can and did put into practice to apply for my receptionist role in a hotel. Communication skills is more than just speaking this also involves writing, listening and reading. It helps you on how to use non and verbal language such as body language. This helps to involve and make the projects to move forward in a workplace.  

Now I will be giving a brief description of my  own skill analysis and how I used it – 

My computing skills come from a qualification in high school that I have, which made me more eligible for the job because I need digital skills to check guests in, to check how many rooms we have and if we need reallocate future check ins to another hotel near by and this is all done with a computer. Others skills I’ve picked up from past job roles which today I can out into practice are team working, time management, punctuality and this one is very important because if you’re always on time to the job and  the work you have to do is always on time your  employers will value your hard work and see that you’re putting your 100% into the job. As for myself I hold a couple of skills that make me who I am and successful for some job roles that I may apply for in the near future. The hard skills that I currently hold and hope to upgrade eventually are ICT skills also known for computing skills. I’m very good when it comes with computing and I’m always willing to improve.
 As I said I do work with computers everyday in my workplace and I think if I didn’t  have these skills I wouldn’t be fit for this position but now I can proudly say I hold a computing skill. My other hard skill is writing, I’ve improved my writing skills over the years only because I use it everyday to send text messages to friends , family members and just to interact with others. I would also say that I have a couple of soft skills in me. These are communication, how I look in front of my employee my etiquette. When speaking with someone I like to give them a chance to  take their time communicating with me and getting their message across and I try not to go fast when replying back making it easier for the conversation to go smoothly and for both of us to understand each other.

SWOT ANALYSIS

STRENGTHS, WEEKNESSES, OPPORTUNITIES AND THREATS
Strengths is something you are good at and do well at , weaknesses is something that you have that needs more work on but can be improved, opportunities is a chance for something important to happen and threats is anything negative that can affect anything.
[bookmark: _GoBack]The SWOT Analysis is a technique used to asses a business and seeing how the business is progressing eventually. In this case its used to allocate the most successful candidates and the ones who are most likely to be hired because they hold such capability than others. They use this test or this analysis to make sure they choose the right people for the roles they are requiring this also makes the choosing much easier as this states what the candidate has and doesn’t have and it shows what kind of skills it will be able to demonstrate while working in the job role provided. Underneath is a table of content of how I use SWOT.
[image: ]COMMUNICATION,MULTILINGUAL,LISTENING, TEAM WORKING, TIME MANAGEMENT.
GOOD ETIQUETTES 
TEAM LEADER, GOOD COMMUNICATION SKILLS


HAVING LESS SKILLS THAN OTHERS
ACHIEVING EVERYTHING
NOT BEING ABLE ACOMPLISH SOMETHING DUE TO MY SKILLS
GIVING INTRUCTIONS
COMPUTING (only because I can always improve this)
DOING MOST THINGS LAST MINUTE


BEING BETTER THAN I WAS BEFORE AND LEARNING MORE
LEARNING AND UPGRADING THE SKILLS I CURRENTLY HOLD


PERSONAL DEVELOPMENT PLAN (PDP)
For myself I want to develop and  continue on using the skills I currently hold and gradually increase and achieve new skills that I’m capable of. Meaning I can go far in life and fulfil my dream job role as a business woman but before that I want to finish my studies.  If I do succeed and grow fast that will mean many doors will be opened for me and more opportunities will come my way. I just have to work hard and improve my language techniques because English is not my first language and everyday I’m learning new terms relating to the English language. I just need now to work on some of the skills that I’m getting control of and use them accordingly and correct because if not many people will get a wrong image of my interpretation. 


CONCLUSION
To conclude this report all I can say is that we all hold some sort of skill that may match what I have described above and this may belong to the hard and soft skills category. All I know is we do use different skills to get a message across if that’s in a workplace , school or just at home and these skills are putted into practice everyday. Some people are just more suitable than other in some job roles or academic place because they have skills which are valued and needed in that area and in here I gave out examples of how these can be put into practice and how I used my skills to get the job role I have applied for which I successfully fulfilled the position. So I’m going to conclude with a yes , we do need skills.
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Opportunities
What opportunities are open to you?
What trends could you take advantage of?
can you turn your strengths into opportunities?

Weaknesses

What could you improve?
Where do you have few:
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Threats

What threats could harm you?
What is your competition doing?
What threats do your weaknesses expose to you?





