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Academic and Employability Skills
Introduction
As a University student taking Higher Education we were asked to write a task regarding academic and employability skills. On this report I will discuss about what are examples of academic and employability skills, including definitions and citations which are valued most highly and linked into my work experience.
I will also include the concept of continuing professional development, some examples and it’s beneficial in terms of my own Professional Development.
To complete the structure of this report I will highlight on how it linked into my work experience and how it help my professional career and development.
What are ‘Employability Skills’
Good Communication- in the work place, one of the most important skills to possess is good communication. Employers value employees who can communicate effectively; it means they are able to listen to others, as well as successful relay their own ideas and options. https://www.tuw.edu (Accessed 30 December 2019) As a front desk reception in Ibis Hotel, London a good communication skills is vital part of my role. This enables me to respond effectively and work efficiently in my working environment. It is a great tool to render quality service to guests and helped them to satisfy and comfort their needs and assist them genuinely and clearly of what they are asking for.
 Attitudes – According to macmillan dictionary attitude is ‘someone’s opinions or feelings about something, especially  as shown by their behaviour’. Macmillandictionary.com (Accessed last 30 December 2019)




__________________
https://www.tuw.edu available online (Accessed 30 December 2019)
www.macmillandictionary.com (Accessed last 30 December 2019)

Employees with good attitude are likely to become successful in their job as it creates a good foundation for the employees to have a good reputation. Good attitude and behaviour prevents you from making mistakes in the workplace because you have a better insight, you think more positively and proactive as you are more likely to be motivated to work well if you have a good attitude in the workplace. Respecting colleagues can come under attitude and it also can lead to good working relationships and a good atmosphere in the work environment. On the other hand, bad attitude as an employee and employee’s bad attitude towards the workplace can easily damage ones credibility. There is always friction in a working environment if one or two of your colleagues do not demonstrate a good attitude and behaviour. For example, if they are not motivated, this often affects the outcome of their work effort and which create a path to failure in the business or company as a whole. Additionally, another example of how bad attitude in the workplace can ruin the work environment is that, if there is two employees that do not like each other and, as a result, have bad attitude in the workplace, they would not get on and not working  well together and possibly ruin everyone else’s mood and motivation. With this example it clearly stated that good attitudes lead to a success for ones and for all.

Leadership/Followership- Leadership is a process by which a person influences others to accomplish an objective and directs the organisation in a way that makes it more organised and logical meaning leadership is a process whereby an individual influences a group of individuals to achieve a common goal.ukessays.com(Accessed 30 December 2019).To become a good leader, an individual should possess skills that contribute on it, a good listener-to understand the whole picture of business organisation, delegation of work to followers, a role model, solid knowledge of business, and ability of supervising followers. Followership-key skills of individual to become good followership consist of dedication to work, well-motivated, quality service, strong work ethic and courage. businessnewsdaily.com (Accessed last 30 December 2019).According to my work experience, followership is a supporting a leader to lead them 
successfully. And with leadership should have the compassion to listen in the needs of followership. In some circumstances, problems can come quickly at work or difficult situations to deal with. Leadership plays important role on this scenario, on how to deal with it and how to solve it in a successful manner however followership sometimes does not need a leader to resolve the problem due to good reasons possessing abilities, solid knowledge and more experience in tackling foreseen problems in the work place and I have honestly and truly experience this in my whole career.




_______________
businessnewsdaily.com (Accessed last 30 December 2019).

Continuing Professional Development
Definition of CPD
According to Margaret Crochet, Continuing Professional Development (CPD) is how “professionals continue to learn and develop once they have finished formal education. It is something most of us have been doing since the time we started our careers as a archivists and record managers. We do it, because we need or want to learn new skills or gain knowledge in specific areas out of genuine curiosity or because we wish to support our daily work and become more eligible for promotion.” (Crockett, M, 2007, p.22)
The importance of Continuing Professional Development
CPD provides an opportunity to reflect on one’s professional lives, enabling us to identify strengths, weaknesses and areas to improve on. It also means that individuals can keep up with technological, social and political change that affects the profession they are in. This can be achieved through self-studies, attending study days, Inset days and training courses to gain further qualification and subject related. Crockett, M.(2007). It enhance my professional development and make me feel comfortable to work competently, efficiently, effectively and more confident in my work environment.
Examples of CPD and their benefits
An example of professional development is through training courses-it is a series of lessons or lectures teaching the skills that you need for a particular job or activity. https:www.collinsdictionary.com.(Accessed 29 December 2019).As a front desk reception in Ibis Hotel London, I have attended training courses to update myself in the modern technology. By attending training courses, employees and employers are up to date with the current status and to comply in company’s policy and procedure. This includes trainings which covers Health and Safety, Manual handling, Food hygiene, and Fire Safety training which help and assist employees to adapt, gathered new knowledge and information to practice in working environment. I also update and attend trainings in a regular basis with new digital technology, digital screen, recent system updates, and any recent changes. This gives an opportunity for learning new skills and receiving feedback too. It also improve the workplace standard and it’s reputation. Employees will be aware, more knowledgeable and more confident in implementing working procedures and put it into practice in a right manner. 
________________
Crocket, M. (2007) Continuing Professional Development and the hallmark of professionalism: Journal of the Society Archivists p.6   
Crocket, M. (2007) Continuing Professional Development and the hallmark of professionalism: Journal of the Society Archivists p. 22-28
https://www.collinsdictionary.com(Accessed 29 December 2019)
In addition to this, reflective practice is another form of professional development. Reflective practice (RP) is critical and deliberate inquiry into professional practice in order to gain a deeper understanding of oneself, others, and the meaning that is shared among individuals. 
This can happen during practice and after the fact, and can either be done alone or with others. Forrester,(2010)spielverlagerung.com(Accessed 29 December 2019)This is a more personal form of professional development but also very important. As an individual, we should be able to criticize our own performance to find out our strengths and weaknesses. This improves performance at work place because we can identify and use what skills are useful and beneficial in the workplace but also find ways to improve the poor routines. I sighted few skills for myself through self-reflective practice and I gathered that it was useful as a tool to become more confident in my work place, example is planning and evaluation of my effort and to rectify the needs of correcting and improving myself professionally and personally.
Finally, formal education- it is a classroom –based, provided by trained teachers. Enhancinged.wgbh.org (Accessed 30 December 2019) A typical example of my formal education is secretarial administration.
It helped with my professional development through gaining more knowledge and solid information on such topics designated. This has built up my knowledge in business practice and professional development. It helped me to identify what are positive and negative aspects which attributes into a workplace. Through this my theoretical information improved and I practised it in the workplace to enhance professional performance.







_______________
Forrester,(2010)spielverlagerung.com(Accessed 29 December 2019)
Enhancinged.wgbh.org (Accessed 30 December 2019)

Academic Skills
Good team player is a key skills that make the business or organisation become more successful because they deliver quality service with good willing, cooperation, coordination with one another which leads to a satisfactorily result of the team effort in the business or organisation.
Presentation skills can demonstrate transparency of an employee that reflects to the business or organisation. Individual should have a solid knowledge of what they are presenting and can answer all the questions with confident and competency to reach the set goals for success.
Digital skills- the most in demand in modern technology nowadays which everyone should adapt and acquired the system and knowledge to proceed in global picture of business in modern society.
Organisational skills is a component in successful business or organisation. Observing punctuality, time management in every day routine, great anticipation and dynamic adaptability in every step around the surroundings, these can all be vital part to an individual on how to cope and to manage oneself for the best outcome.
Conclusion 
To summarise of all my task I have discussed how important such employability skills to an individual to possess and use as a tool in business or organisation, on this topic I have included good communication, attitudes which can be good or bad leading to work outcome due to performance of an individual, I have also elaborate leadership and followership which linked into my work place and experienced. Speaking about continuing professional development I have included how some of them can aid in employability like for example training courses which I usually attend regularly in my work place, I have emphasised reflective practice as one of the CPD which enables individual to correct wrong doing and prevent doing it and make it happen again, and also I mentioned in this task regarding formal education that can be very useful to an individual to enhance professional performance. Lastly, I have discussed about academic skills which are useful to an individuals which interlinked with employability. These academic skills are good team player, presentation skills, digital skills and organisational skills which  are transferable skills and can aid  an individual to gain employability.
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Figure 1:  Personal Development  (In-class exercise). 


Personal Development Plan 
	 
	Short-Term Time Frame  
 
What do I want to accomplish in the next  three to six months? 
 
	Mid-Term Time Frame  
 
What do I want to  accomplish in the next  six months to two years?  
	Long-Term Time Frame  
 
What do I want to  accomplish in the next  two to three years?  

	Section 1 - My Goals   
  
What are my overall goals that I want to accomplish in this time period?  
 
  
 
Example: become a 
Student Affairs Officer; 
learn computer graphics  
 
 
 
 
	 
 To develop my skills and knowledge about business
	 
To set-up a business 
Ex. Franchise or set-up a small business
	 
Evaluate the outcome of my business if it is profitable.

	Section 2 - Skills and 
Knowledge to be  
Learned  
 
What specifically do I need to learn? What project do I need to work on?  
  
  
 
Example: Student advising;  Banner; Dreamweaver; develop a procedures manual  
 
 
 
 
	 

To establish and to learn how to set a business, also how to use it in a proper way.
	 

· Solid knowledge in customer service 
· A good leader and solid knowledge in problem solving
	 

Assessment, planning, implementation and evaluating financial status/management

	Section 3 - Next Steps 
  
How am I going to acquire the skills and knowledge? How am I going to do this project?  
  
  
 
Example: take 
Dreamweaver class; do an  informational interview; set up a project outline  
 
 
 
	 

· Reading books
· Research and Technology
	 

· Attending talks about business
· Update trainings
· Attending university studies
	 

· Research and Technology
· Studying


 
 
	 
	Short-Term Time Frame  
 
What do I want to  accomplish in the next  three to six months? 
 
	Mid-Term Time Frame  
 
What do I want to  accomplish in the next  six months to two years?  
	Long-Term Time Frame  
 
What do I want to  accomplish in the next  two to three years?  

	Section 4 - Resources 
  
 
What resources do I need?  
  
  
Example: free time; funding 
 
 
 
 
	 
 
· Books
· Technology
· Survey
	 

· Attending and  Learning University
· Funding
	 

· Accounting
· Technology
· Networking

	Section 5 -  Time Schedule  
  
What is my time schedule?   
 
	 
6 Months
	 
1 year
	
2 years



	 
 
When will I start?  
   
	 

Now
	 

After 6 months from now


	 

After 2 years from now

	 
 
When do I expect to finish? 
  
 
	 

After 6 months
	 

After 1 year
	 

After 2 year

	Section 6 - Completion  
  
When have I completed each  step?  
  
 
	□__________ 
      Date  
  
 □__________ 
      Date  
  
 □__________ 
      Date 
 
	□__________ 
      Date  
  
 □__________ 
      Date  
  
 □__________ 
      Date 
 
	□__________ 
      Date  
  
 □__________ 
      Date  
  
 □__________ 
      Date 
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Figure 2: Qualities of Higher Education Student Presentation (In-class exercise). 
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Behaviour and Attitude

» Motivation
» Discipline
» Enthusiasm
» Drive

» Good Listening and learning skills
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Introduction

In this presentation we will be explaining the
main qualities a higher education student
needs in order to be successful.

The following are some qualities we think are
most effective.

P

Technology Skills

» Knowledge in Word, Excel and Power point
» E-mails

» Adapt in modern technology and innovation
» Digital skills and research

Organisational Skills

» Punctuality

» Time Management
» Efficiency

» Anticipation

» Adaptability
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Team quality street

1

In this presentation we will be explaining the 

main qualities a higher education student 

needs in order to be successful.

The following are some qualities we think are 

most effective.

2

}

Written

}

Verbal

}

Formal communication

}

Informal Communication

}

Body Language

}

Tone

3

}

Knowledge in Word, Excel and Power point

}

E-mails 

}

Adapt in modern technology and innovation

}

Digital skills and research

4

}

Motivation

}

Discipline

}

Enthusiasm

}

Drive

}

Good Listening and learning skills

5

}

Punctuality

}

Time Management

}

Efficiency

}

Anticipation 

}

Adaptability

6
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